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AN INTRODUCTION TO EBCE

Experience-Based Career Education (EBCE) is a fundamentally &ifferent
type of education for secondary students. While students in
traditional programs attend full-day classes at the high school,

EBCE students spend a major portion of their time on learning
projects in the commmity. Activities in EBCE are tailored to
individual needs, abilities, learning styles and goals, and students
are guided in their learning through ongoing relationships with a
variety of working adults in the community.

Through real world interactions with adults, EBCE students lears
about careers, about life, about other pecple, about themselves.

In addition, students learn the basic skills of critical thinking,
iscience, persocnal and social development;, functional citizenship

and creative development. They gain competence in the skills adults
need to function effectively in a technological society. They learn
to be responsible by helping design their own learning activities
and by following a set of accountability standards that parallel

the standards working ,adults are expected tc maintain on the job.

P
Perhaps most importantly, students in EBCE learn how to learn: how
to plan learning activities, how to find and use resources in the
community and how to build on experience. Learning becomes for them
a lifelong nrocess with its own rewards diréctly related to each
individual's personal choices and goals.

THE (CE), PROGRAM

Since the fall of 1972, a model EBCE program has been operating in
Tigard, Oregen, under the sponsorship and technical assistance of
the Northwest Regicnal Educational Laboratory (NWREL) and with
funding from the National Institute of Education (NIE).. The Tigard
version of EBCE--called Community Expe=iences for Career Education
‘or (CE) ;=~is a full-time educational aiternative for youth in their
junior and senior high school Years. The program serves about 10
percent of the eligible st udent body at Tigard High School.

The majority of student learning \takes place at sites in the southwest
Portland metropolitan area. When students are not pursuing learning
activities in the community, their home base is the (CE); learning
center. Staff at the learning center are not teachers in the
traditional sense, but facilitators of student learning, helping '
students dasign and follow their own learning plans within a
prescribed curriculum and program completion requirements. Volunteers
at commtnity sites serve major support roles in student learning.
Policies for (CE), are determined by a board of directors composed

¥  of students, parents, employ -8, labor ledders and school distriet
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representatives. When students leave (CE)._ they receive a unique
portfolio displaying their community experiences and accomplishments,
ecei

and upon completion of program requirements they receive a standard
diploma from Tigar@ High School.
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THE EBCE HANDBOOKS

Based on (CE).'s experiences, NWREL has compiled a five-volume set of
handbooks which detail how to set up and operate an EBCE program. These
handbooks represent three years of development, revision and refinement
of the original EBCE model. As with any ongoing program, processes

and materials are :ontinually being kevised, both at (CE). and in
various school districts now implementing all or Parts of the program.
Each of the handbooks is devoted to a particular area of operations:
Management & Gfgggiga;igﬁi Eurri;ulum;g7Inst:uctig;, Employer/Community

Resources, Student Services and Program Evaluation. A program brochure
complements the handbcoks and provides an introduction to EBCE. The
brochure contains general information about the EBCE curriculum, key
Program elements and evaluation findings. Contents of the individual
handbooks are summarized below.

3

MANAGEMENT & ORGANIZATION

Management & Grgani;atign treats overall operational considerations

for an EBCE program: how such a program is organized, governed,

staffed and made visibLe¢tq the public and how everyday program

business is managed. The handbook is divided into four sections:

"Program Planning & Governance" outlines the steps for setting
up and operating an EBCE program, including community
involvement in program planning, suggestions for surveying
potential support, meeting legal and educational requirements,
securing program approval and providing an adequate base for
policymaking. _ ‘ 2

"Personnel” describes the general staff functions that éré
nzeded to operate an EBCE program. It also suggests procedures
‘and considerations for recruiting and selecting staff,
determining salaries and benefits, establishing working
conditions, orienting staff and providing staff developme:t.

- "Business Management" discusses such operational details as

A?rbﬁdgets, financial reports, offi:gzgrecedu:esg insurancas,
health and safety provisions, facilities and transportation.

ix



MANAGEMENT & ORGANIZATION

— “Community Relations" suggests sﬁ:atégiézg;;r introducing EBCE
to the community and meeting the ongoing inforration needs of
various audiences, both internal and external, including board
members, staff, students, parents, business and labor, the

educational communitv and the community=-at=large.

CURRICULUM & INSTRUCTION

Egrri§q§zmis Instruction covers the content and Processes of student
learning in EECE and the resources a community-hased proaram makes
available to students. There are nine sections to this handbkook:

4

7 "Curriculum Outcomes” provides basic defimitions of key

f§§$5cu:riculum elements and describes what students learn:while in
the programs the section includes general outcome goals and
specific objectives to help staff prescribe for student
performance in three broad areas: Life Skiils, Basic skills
and Caresr Development.
"Learning Plan Negotiation" fj:usgs on techriques for
individualizing student goal etting and prescribing learning
plans tailored to each studenti's needs, interasts, abilities
and learning style. Topics in this section include program
requirements, accountzbility tandards, assessment, learning
site analysis and negotiation/of learning activities.

"Career Explorations" destribes Planning and implementation
steps for students' first experiences at workplaces in the
local community. .

"Projects" describes planning and implementation steps for
developing individualized learning contracts with each student
that combine activities in Life Skills, Basic Skills and ‘
Career Development.
"Learning § Zkill Building Levels" describes planning and
implementation steps for more extensive student involvement in
prajects and skill development activities at workplaces in the
community. . ~

H

"Competencies” describes planning and implementation procedures
for ipsuring that students acquire the essential survival
skills needed to function in today's society. ‘ -

“Student Journals” describes planning and fplementation -
procedures for encouraging student use o . Journals as a means
of reflecting on personal experiences and building-trust

! relationships with staff. :

- . - ) \
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Introduction

"Employer Seminars" describes Planning and implementation staps
for utilizing community representatives in large group st

n 1z udent
seminars on important career development topics and issues.
"Learning Resources” describes EBECE's approach to using the
community as a vast resource for student learning and details
procedures for finding, accessing and u¥ing learning resources.
bt ‘_ 2’;\' et
EMPLOYER/COMMUNITY RESOURCES
. ggglayérf;bmmugitvVggsqggégs treates the establishment, maintenance
and use of the network-df employer and community sites at which
v most student learning activities take place. This handkook
consists of three sections:
¥ '-‘—‘."!rb- s A = = = = : )
"Site Recruitment”™ details procedures for inveiving employers
and other community site |personnel in the EBCE vrogram. Topics
- include the role and funstions of the employer instructor,
estimating the. necessary number and types of sites, incentives
for participating in EBCE, identifying and contacting potential .
learning sites and adding sites to the network.
. JAection: foc
. e

to

4

loyer Instructor Dévelégmeﬁt" describes how partizigating
to give'si

personnel are prepared for EBCE responsibilities.' The

work effectively with students.

%

uses on planning and conducting development sessions
‘site personnel the information and traiﬁingfthéy,need
“Site UtiliZation" deals with'the use of employer and community
volunteezs and sites éliver student learning.
are procedures'for assessing.

individual sites. (learning's

Included
the educational potential of
ite analysis), supporting employer
instructors as they work with students (site maintenance) and
exchanging infazmégi@n among staff and between staff and site
personnel, as well ‘asgstaff responsibilities for working with
site personnel. . _

STUDENT §

ENT SERVICES
Studéﬂﬁ,SégviéeS covers cons

¥
¥
L S
¥.
3,

i4
students to the program, keepil
credentialing students when th
individual student growth.
sections:

erations and procedures for admitting
ng records of student work,

8y leave th Program and supporting
The’ handbook . s divided into tkrae
L
R
_ gt L

i ST s A
. 1 . S ; '
s ' '
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MANAGEMENT & ORGANIZATION

"Program Entry/Exit" details alternatives for enrolling students
in the EBCE program and preparing them for a new type of
education. Topics discussed in this section include criteria
and timelines for student recruitment and selection, recruitment
presentations, selection procedures, orientation sessions,
transfer into and out of the program and program completion.

"Student Records” covers procedures and considerations for
collecting, recording, interpreting and reporting ‘information
on student progress through the EBCE bProgram. Sample forms are
- displayed, including a student credential that provides a 7
permanent record of student performance consistent with the
individualized nature of EBCE. The section also includes a
discussion of the confidentiality of student records.
’ =,
"Guidarice" concerns those services, processes and interactions
that nelp students understand and benafit from their individual
-experiences. This section includes discussion of brogram year
action zones, the student accountability system, zone progress
meetings, zone debriefings and referral to outside ‘agencies.
Ay

.PROGRAM EVALUATION

The Program Evaluation handbock contains two sections:

An "Overview" sets the background for understanding EBCE:
evaluation and how it relates to other elements of the program.
‘A glossary of key evaluation and EBCE terms used in this handbook
is provided. .

"Steps to Follow" organizes the evaluation Process into an edsy-
to-follow sequence of steps. The checklist which begins this
section provides a useful guideline for the busy evaluator,
administrator or program staff member. Each step in the checklist
is keyed to a portion of the following narrative, which supplies
details é§§ discussion for each point. 1 \
: . . E : 8
Student Services. and Program Evaluation also inciude sections ‘o
appropriate reproducible materials which school aiéFricts may duplicate
"and use in their own EBCE Programs. \

[ /,
Iy
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e el L T “Introduction—

<. HOW TO USE THE HANDBOOKS

» The EBCE handbooks are designed for easy access to "how-to-do- ;t"
~ information. Each haridbock séction -has three b351c parts.

1. 'The PREVIEW (calgred page at the beglnnlng ef each
" section) includes a deflnlt;an of the elemerit of EBCE
discussed in the se:t;@ﬂ, the purposes and underlying
’ assumpt;ans of that program element and.the ‘people T

. involved in delivering that portion of EBCE. The
/ Preview may also include a statement of the.
relat;ansh;p between that’ pragram elément and other
asgects af EECE.

STEPS TO FOLLOW is a Ealared page . suggestlﬂg a step-
, *\%q : ,3 by—steg sequence for Elannlng .and implementing the
. Er@gram ElEEEnE.K:.f

!+ 3. A NARRATIVE SECTION (@n white Paper) expla;ns the

/ o . process behind each step. This section usually
contains background information based on (CE)E s
exgerlénces and may suggest alternative courses of
action. CROSS-REFERENCES guide the reader to related .

= : materlal located. ElSEWhéré in the handbaaks.

Each handbaék also has APPENDICES of materials ta supp]ement the

information in the handbook, and an INDEX for all the handbacks

to help users locate’ 1n£grmatlan,

-
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\\T'IMELIKNE"FOR EBCE PLANNING

S Activities
. ‘1! Attend EBCE aware*nésé pfesgnt;atians
2. Prepare EBCE informat tion materials
- 3. select and orient i:lannmg group
4.¢# Attend training sessic ’ '
=3, Conduct survey of community interest
6. Prepare -first draft budget and staffing plan
- 7. Begin presentations. to key groups -
Se&ufe ;ﬁ;t:;al employer camtments ,
" Designate-support system needs b
Frepare curriculum design_ - L L L
Bésigﬁ sguaem: recruitiment procedures
12, Frepare evaluation design
. 13. Prepare averall management plan
- 14.° ‘Prepare final budget and staffin ng plan
15. ée:ufe planning group approval i total plan
. 16. & Secure school beard agpf%val :
) ;'7, cure state !agéﬁt:y approval i .
©18. Establish formal advisory- graup .
= '19. Select staff '
. 20.. Select students
— - 21.  Select EBCE facility
‘57 ) o 2. Or{ent new staff _
B ] 123! Begin signup for speclflc Emplayer sitaes ) -
v {8 2. Cfacility
- ‘ "25 Attend t:a;nj.ng session .
§ 26.  Pinalize \;rr;:ulum delurefy system
27. Estahlj.sh 5tu§ent sef\aces system ‘; 5
- ;EE; E’inall =a mnagamgnt sysEEm .
' 29. Obtain/print 5upplies, m\aterlals, forms
Y | 30. Begin program 5
7 ' /
, R
— ﬁ: . £
8 ‘ /
- - — - This planning timeline 1151;5 key aétivities in
9 Efeparing to operate an EBCE program. Deﬁaila=
— e — en’ agl;ithies can bg found in the EBCE ’
i handbooks developed by NWREL, as referenced on
10 o the f’a}lmjpiﬁg page. Ipf?m%ti{:g gbr:au; B ]
~training se§sian§ .ia also available. from NWREL.
. T 14
xiv Yo - ‘
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TIMELINE REFERENCES

-Each EBCE handboock backs up the general planning timeline
with detalls and facilitating steps, as referenced bélaw

TIMELINE STEPS

HANDBOOK TITLE & SECTION

Maqa [ement &VDr:anlzatlnn;
. "Prdgram Planning & Governance"

Managemént & Drganlzatian,
"Program Planning & Governance,"
"Parsannél " "Business Management" -

2, 7 Manggg@egt,srérgani;aﬁian;
“Eammﬁnity;ﬁélatigns“
8, 23 Employer/Community Rescurces,
"Site Recru,tment" .
9, 21, 29 Management & Organization,
: "Business Management“
10, 26. ’curr;culum & Instrg;t;an
11, 20, 27 - Student Séeraeg i —
“12
19, 22 Manaqement & Drganlgaticn,
"Persannél" )
i .
5 .A:T:‘i”
B \ - S
£ ‘;{ ;’ Wl =
; xv.
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/ PROGRAM PLANNING & GOVERNANCE

i
! B
| Program plannlng and governan:e outlines steps to follow in

—————,

f R deciding if EBCE is for you, tallerlng the program to the

needs of your community, securing necessary approval and
establlshlng a poliéymaking structure that permits EBCE
decisions to be based on the input of those who d;fectly
/ and CDHSElDUSlY represent all participants.

-~ PURPOSES OF THIS DISCUSSION

I -
establish a reasonable sequence of- events to guide school

|
v 1.
districts in planning, 1m§1ement1ng and gavernlng an EBCE
program o
2. suggest procedures for rammunlty 1nvalvement in EBCE plannlng
3. enccurage active’, formallzed communi ty ;nvalvemant in

§al;cymak1ng ﬂECLSLDnS .
. : . .

g

4. summarize operational policies and procedures that an EBCE
: governlng body should consider to manage and administer the

program effect;vely

ASSUMPTIONS ABOUT PLANNING GOVERNANCE FOR EBCE

New EBCE p:ﬁgrams shauld allow adequate plannlngftlme to- 1arify

The time required for planning may vary from s;te tg sxte but the
process shauld proceed in logical steps,- recognizing that same ]

decision points take more time than others. :

There is no single set of pallcy decisions that W1ll automatically
ensure the successful development and operatlﬂn of EECE. _ )

Educatiorn, employer, labor and :ammunlty reprgsentat;ves who are
active participants «in the program must have a voice in- pcllcymaklng
to keep, the program respon51ve ‘to the needs of partlclgants and i

¥

the cammgnlty

To effecrively deliver c@mmun;tysbased learning, an EBCE program
must have ;ts own Ldentlty planners will shape tha;g;ient;ty as

=

/

-t
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MANAGEMENT & ORCANIZATION

they make decisions regarding how the program will be governed,
where it will be housed and its relationship to other educational
services of the district.

— THE PEOPLE INVOLVED

Program planning may be initiated by school adminis tfatars, teachers,
parents or other members of a community, Whatever its beginnings,
planning must involve the team Eff@fﬁb nf school dlstrlct decision
"makers and teachers working with a cammunltyig;annlng roup. If
p@ss;ble, the 1nd1v;dual who is to serve as program administrator
should be involved in Elannlng_fram the bdginning.

Subsequent dEElSan making ab@ut Prugram operations should combine
the Ecllcymaklng responsibilities of the governinsg bo-dv with the
~ communitiy\ perspectives

of an advisory group, the m:wa*ﬁment talents

of the program administrator and the perceptions ci the program .
staff, , i ‘ | '

i

'RELATIDNSQ}P“TD OTHER PROGRAM ELEMENTS

-
'"Pr@gram Blanning & Governance” para.lels the timeline on page xiv.
That tlmel;ne‘beg;ns, however, after a school board has made some
commitment to program piinning, ffesea% this se~<ion begins with a
few earlier. considevati- that h&lp to determine 'if resources
ugramAglannLng_ .

should be committed %o g

;SSL?S Lbi? mgfk the beglnnlng

"Program Plsgnlng & GGV@?fQDg;'
many sequences that ars &.
Organization sections. ¥
is mentioned as an essential o lanning process, but

the actual factors that muet be cousilered in draf ting an EBCE .
budget are spelled out in "Business Management” and staffing plans -
are di'scussed in "Persoiiial,” Similarly, ""Program Planning &
Governance" and "Comrunity Eelations" both deal with community
involvement, but fros Jiffzrent vantage points—-one focusing on
communi ty planning and input :to decision making, the other foerlng‘
suggest;@ns for galnlng ana sustaihing ggmmunlty support. K

¥
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Planning & Governance

Steps to Foliow

SETTING THE STAGE' FOR-PROGRAM PLANNING page

) 7 L
1 D§£erminé general schéé# district interest in .
— EBCE concepts and aPpllCablllty fcr district 7
2| seek school board cémm;tment to EBCE plannlng 9
BRINGING THE COMMUNITY -INTO PLANNING
3| Identify coordinator df program planning - 13

Outline sequence of aét1v1tles for ;nvalv1ng
community in program planning

5 Select and orient :émmuﬂlty=based ﬁianning group ‘ 17

" Survey patentlal emplﬂyerfccmmunlty suppart and

_é ava;lable resources for student learning = .zl
» COMPLETING THE PLANNING PROCESS
7. éansidef aPtians,far‘EEéE governance and operation .- I5
g “Identlfy state requ;reéents for Dperatlng alternative 27
. educat;anal programs ’ :
5 P:gpazé first draftgécgfam budget:and identi fy g§
—! available resources far program, funding R ]
10 Erepare final a:afﬁ';f budget and secure planning 31
—1 group endorsement @fvpropgsed program : T
ADOPTING THE PROGRAM
[11] Gain formal pr@gramlapp:aéal 33
“ié Establ;sh procedurés for governing pragram with - ‘?5
—1 adequate participant representation and input \to -
pcllrymak;ng » o
T3 =Establ;sh pellcles relatlng to all aspects of o 40

'p:egfam operation



' Planning & Governance (Item 1)

Settlng the Stage for Program Planmng

r o - Determine general school ﬂlstrlct 1nterest in EBCE
I concept and applicability for district

SCHOOL DISTRICT INVOLVEMENT

In all but a private school situation, EBCE must be offered thrcugh
or ‘in conjunction with a school district or districts. Dlstrlct
;nvalvement is ESSéﬁt;al to provide the program with students and
the nécessary framnwork and suppcrt services for program a§prcval

and apératlcn.
s

' Inltlal interest in EBCE may come from school administrators,
individual school board members or community members. No matter
who first considers the program worth investigating, school
district decision makers must be brought into the planning process.
The district. supe:intendent, -other key staff members (for example,
vocational OY career Educatlon director, assistant superlntEﬁdent
for curriculum ﬂévelogment and high school prlnﬁipal) and school
board members must become aware of’ EBCE and lnterested in its »

: patentlal if p:agram plann;ng is to proceed.

"\ APPLICABILITY OF THE .PROGRAM'
N y ;

Whether EECE is apgllcable for a :ommun;ty or. nct depends Qﬁ th:ee
baSLc cans;derat;ans - Lo

“ o - .
1. astudent need. As d;strlct admlnlstratgzs consider «
whether to commi t themselves to EBCE planning, they

should assess learner rneeds and potential student.

interest in.the program and consider EBCE in 'relation
to-existing district programs. fThey shculd inspect

~' Program philosophy and characteristics and reach
agréement on what the pragram could-add to the |, _
distriet in hélplnq to meet the needs cf lall students.

1

Eampatiblllty with dis “’et goals. EBCE's eancegtual .
foundation and the basi features distinguishing it

from other educati@nal programs (for example, use of-
Qmmun;ty résources, ;ndlvldua;lzad and personalized /
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AlnEtIUEtLQD, experiential learning) shauéa be
cr;t;cally inspected to gauge the compatibility of
the program with existing schc@l district goals.

3. Comaunity resources. Determining a/cgmmunlty s
w111;ngness ta pravide a’ varlety Qﬁ/léa:nlng

ana accupy the majer Q@rt;ﬂn cf prngram-plannlng

(see: Item S, pages 21-23), but. dlstrlct administrators
can make some prellm;nary, cﬂnsldered judgments about
‘the suitability of their community for such a program.

. "They can take a look at such factors as the community's

openness to alternative and innovative educational
programs, diversity of employers, large and.small, and
opportunities for varied typds of community experierices.
The locaticn of smaller communities in relation to
metrcpalitah a2reas may also be a factor in ablllt} to
pr§v1de & diversity of 7=§£n;ng experiences.
f
Thinking th:aggh th se factors w111 help school aémlnlstratgrs

decide if EBCE shddld be investidated further for possible

implementation. This is just a "f£irst reading" of the program in

. relation to the district. If the program seems. fEéSlblé, planning

should prnceed 1n earnest, as Outlined on the pages that follow.

%/

 —— —e aﬁés-ﬂaftmmcgs —

The EBCE Program Qve:vi%w;paékgt‘grévidés arn initial discussion of
basic program concepts, dlst;ngulsh;ng features and curriculum
elements to aid decisioh makers in: their assessment of program

(:_Kappllcabllztg to the ﬁstrlct. The QOverview also incjudes a
"+ . comparison of EBCE ta a few selected educational alternatives,

7
directs rea&ers to the ‘handbooks fbr bagkgreund in a;l aspects of.

‘the program and pravzdes a bzbl;agzapby of ‘references pertinent
ta student needs / e {

. 7 :
,;The "Curriculum Outcomes section of Cur;;culum & Instruction,
-‘pages 3-35, provides a guldé to general pragram design that can

hel: admlﬂlstratars assess c@mpatlb;lltg with ﬁlstfl&t gnals

o)
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Planning & Governande

(Item 2)

— 1 Seek school board éammitment to EBCE Qiahning'

i
Program Elannlng shauld bs preceded by some k;hd Df school board
commitment that reinforces the district's interest in the EBCE
concept and its potential for the c@mmunlty. The school board
should puwblicly express its W1111ngnass to commit resources to 'a
formalized investigation of the program. This commitment should
‘result from general awareness o&f EBCE on the part of d;strlct
administrators, and it should lead to appointment of a communi. ty
plannlng group to give the district an indication of Pgtantlal
emalayer/cémmunlty support for the pr@gram

regular scha@l boazd mgetlng The f@§§3w1ng p01nts abaut the
program should be emphasized:

1. the broad definition of "careers" encompassed by
experience-based career education and the comprehensive
nature of the praggam

2. the program's cam§at1b111ty w;th state requlrements
for high school graduatlan
3. ‘the varlgus rgles that cammunlty members can play in
- Ahe program . ,

4. the learning nature of the program, as aap@sea to ]ab Sk

training

E

5. benefits ta pragram participants--students ané
ccmmunlty members al;ke . L
If school adm;nlstratars have a;zeady identified some OElﬂlGn
leaders -in the cammunlty who support the ccncept——lnfluentlal
ParEﬂts and representatlves af bu51néss and 1abart far 1n5tance--

1nter§5t ta the baardi Remember, taa, that there may be membe:s
of tHe public attending the board meeting who are hearing about
EBCE: for the first time, and board discussion will constitute-
the first geneéral public presentaglan on the program.

— ——— CROSS~REFERENCE =————

‘See "Cammunlty Relatzans," pages 143-147, for suggegtlaﬂs
jCﬂHCErnlﬂg introducing EBCE te the publlc. B -

o
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Planning & Governance (Item 2}
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t
|
i

Brmglng the Commumty into Planni ng ,

\.
- Identify cQardinat@r of program planning

A district caordlnatar of EBCE planning should be identified as -

early as PGSSlblE so the whole planning process can be carefully

managed. The caordlnatar should have access. to the school district

4 admlnlstrat;othc keep the district-fuliy informedq" aboit planning

. . progress and should serve as a member of the cgmmun;ty-based
Planning group that will provide citizen 1npuh to program.
development (see Item 5, pages 17-2

b Functions of a Caardinatar y , _ e \
! 3 s \ ,

The coordinator w111 play a plvatal role as llalsDn betwaen the .

v Planning group and school district and as an advocate of the program .

¢ in the community. There should be . a dlstrlgt EBCE plann;ng

committee, as well .as the citizen planndipg group, -tb shape ' -
' management and Operational details for the '”cgram—sbudget, staff;ng,
cprrléulum,fstudént rec:uitment and‘gp forth.

The c@ardlnatc: will be resp@n51ble*for combining community anﬂ"
;_dlstr;ct input to program plannlng This person could lead. thé
district EBCE committee and serve as. executive secretafy to the
community planning group, presenting options for thé group to
’ consider relative to program development, preparing agendas’, * -
) convening meetings, seeing that‘materlals are drafted. and rev1sed 2
making arrangements for community contacts ‘and so forth.’ The ;
coordinator could also be résgan51ble for seeing that & camplete
and accuratg record is kegf\mf all ?rcgzam planning. .. .

I,

Ré1at1ﬂﬂ5h1p tatthe Program Adm1n1stratcr Role—— "

Nt Alﬁhough*apgalntment af a germanent prcgram:admlnlst:atar w;ll not

N\ o
5?* be possible until all planning steps have been completed and the
f\ ﬂEElE;Dﬂ has heen made: to "go" with, the program, the planning
coordinator might he a’ Lag;cal “choice for the adm;nlstratar, having

! gained valuable experience and v151b11lty in the community th:gugh
the planning process. School officials should consider this wher
aas;gnatlng the plannlng cac:dlnatcr The aaordlnatar should have

13"
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an easy rapport w1th buslness and labor leaders in the community
\and p@ssess ‘the 1eadérsh;p and management skills that would be
5351gable in a program administrator. : :
~
——— CROSS-REFERENCES ——emeeem —
~ . See page 148 of "Community Relations" fbr a discussion of the
"qualities and characteristics that are generally recommended for .
persons who will be. IEPIESEHtlﬂg the program in the community. '
See also "Personnel," pages 61-63, for criterla rea@mmenﬁed fbr the
program admln;stratar, : o - . ;
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Planning & Governance (Item 4)

. Cutline sequence of activities for involving community in
ll | - program planning o -
. g

F

Successful installation of EBCE depends on community interest in the
program and willirgness to support it by providing experiences and
‘resources .for student learning. Consequently, school board approval
to aPerate the program must be préceded by early and continuous
citizen involvement in program Planﬁlng, and the process of
1nvalv1ng the chmunity must be wall—arganlzéd and managed.

-

SUGGESTED CHRONOLOGY FOR * COMMUNITY PLANNLNG ¢

‘Citizen :anlm;fﬂent should bﬁq‘ld with informal alscusslcn% between
school district officials and selected individuals in, the community.
It sheuld then proceed to formation of a community planning group
and more farmallzeé citizen input to plannlﬂg, as fcllows:

1. The district superlntendent and school baard appoint
- a planning group cf individuals rep;es%nt;ng business,.
labor, parents, student.;., ‘'school district administrators
and teachers, the Plaﬂnlﬁg graup ;5 askea to- canduct a

student learnlng and ta rec@mmena spec1flﬂ pragram
“details to the schaol board.

‘2. The planning graug conducts informational meetings
with.-various. cammun;ty groups and asks a growing number
" of individuals to contribute their ideas to program
planning and to indicate their interest in program
partlc;pat;an. .

i{.3! The planning group presents ts recomméndations to the
local school board and the boara iz asked to approve-
the program for opératlon in the dlStIlEt.

5

Timing of Steps in the Planning-Process

Community input to program planning should be timed to chande
~ with other cr;tlcal steps in the plann;ng P:acess (see the t;mellné
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on page Xiv). For example, planning gr@gg,recémmeniatians and the
. ' final board decision to implement the program should precede
district budget planning, which usually occurs in November or
Decenber. School people should also be developing proposed program
details=-curriculum design, staffing plan, student recruitment
7 procedures, overall management plan and so - forth--while the
planning group is surveying community interest in the program.

.

- ———————————— CROSS=REFERENCE = - ‘ e

Although thé above chronology represents one interpretation of how
a community might be involved in program plapning, it has been
based on the experiences of (EE?;; or recommendations stemming from
those experiences, and parallels subsequent items in "Program
Planning & Governance." See Items 5 and-6, pages 17-23, and Item
11, page 33, for details on carrying out this suggested éhr@ﬂaiggy,

ERIC . .

i e R - .



Planning & Governance (Item 5)

.Select and orient témﬁunityabased Planning group

,Ei

A community plannlng group should be appointed by the superintendent

or school board to survey :ommun;ty interest in EBCE and recommend
basi¢c program details, .

You need to involve cammunlty representatlves in setting up an EBCE
Program because the success of the Program depends on its
responsiveness to local needs and the availability of cammunlty
resources: employers and employees, work settings, equipment and .
materlals.- ThéSE resources can be accessed best by those who are

resources ugan wh;ch the prﬂgram w;ll depend.

A planning group can tap the opinicns, views, values and desires
of the groups it represents; it is also a visible and somewhat
formal means for doing so. It gets the lnfarmatlan you need and

" helps people see that you value and want community input. The

planning group essentially becomes the backbone of future program
operations and is your most direct means of assuring that yﬁur
EBCE program will réfle;t the thinking of your community.

PLANNING GROUP MEMBERSHIP

The planning group should be broadly representative of the community

" and those whoe would be involved in EBCE--business, 1abc:, parents,

students and the school district. It should include selected
community leaders and key people from major businesses in the
community--large companies, for example, that encompass diverse
occupations and city or county serviece agencies and administrative
offices. It should als@ include the school district's EBCE
plannlng coordinator, who might serve as executive secretary to
the group (see Item 3, page 13),

adults in the community, both management and labor, who have
individual potential for grav1d1ng sites for student learning and
identifying additional si4es. Business representatives on the

(CE), planning group, for example, composed 75 percent of the total
membership. Within this general category, large and small concerns,
several types Qf businesses and public service agencies were
represented. ' :

Flanning group membefshii should be weighted in favor of working

1%
[“4
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Cha;atterlst;cs should be determlnea for the individuals who will
be asked to-serve on the group. hould those individuals be highly
- visible leaders in the community wh@ can b:;ng the program into
~ the spotlight and influence people to support it? Should they
represent various community special interests? Should they be
individuals in the community whe are interested in educatlanal
alternatives and in making .them a reality?

Membership on your planning-groug will probably include a

combination of all the above. The fact that people "wear more

than one hat" in their _ civie life-—-that an employer can also be an

opinion leader in the community, for example, or that a parent can
" also represent a group such as the Chamber of Commercée--can help

- you achieve a broad representation of v1ewpa1nts without hav;ng taa

&

many members on-the group.
The (CE)E plannlng group ranged in size from 15 to 20, It included

employers in insurance, banking, manufacturing, .retail sales and the
medlcal profession; representatives of city 'government, the Chamber

of Commerce, labor, the school district and a ne;ghb@rlng community

college; and parent and student rep;esentatlves. :

- IDENTIFYING INDIVIDUALS FdR "THE  GROUP

Citizens to help plan EBCE may be 1éent1f;ed in many ways-=-through

- personal referrals, business directories, the memberships of
business, professional and service organizations and so farth_
School board menmbers, themselves active community pa:ticlpantg,( f
should be able to-recommend key people. School administrators, too,
will have valuable contacts through their memberships in civiec and
service organizations. 1In addition, persons who have retired from
business and labor and remained active in community llfe may have
both time and . lnvaluahle experience to offer to program planning.

Labor offices can recommend 1nd1v1duals fgr the Planklng group, and
so can your.local Chamber of Commerce office.  1In Dregan Associated
Dregen Industries has invited superintendents to :@ntagt them for
names of pecple in their own business community who wculﬁ like to
participate in citizens' advisory committees or serve as community
resources in career- related.programs. (Contact Ivan Congleton,

1149 Court Strgét NE, Salem, Oregon 97301; telephone SEB—DDSD)_

(CE)Q planners asked the Tigard school superintendent to resammenﬂ
key businéss, labor and community members to form the nucleus of a
“planning group. The state superintendent of public ;nstructlan was
~also askad to suggest the names of leaders in management, labor and
education who might aid in EBC -:velopment. In addition to word-
of-mouth referrals, (CE)5 planners considered the internal

E

. . : Ty
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Planning & Governance (Item 5)

i

crganlzat;gn of the City of ,1gard and the lines Df interaction
between the mayor, city council and city admlnlstratlcn to’ determine
key canta:ts in city.government. :

Contacting and Organizing Group Members

Candidates for the planning group should be contacted and their
agreement to serve secured before public announcement of their
“appointment iz made. The school board's or gsuperintendent's charge
to -the group should include a clear explanation of the group's
functions, and appoirtment of the group should be a matter of
public record. The group should then be convened to select its own
affl:ers, and a recorder and executive secretary should be
identified. : :

WHAT THE PLANNING GROUP CAN DO -

The cammunity planning group should be given a specific role in

" investigating the program for the district. Members could be
appointed as lay researchers and cansulfanﬁs who report back to the @
board or suge;;ntendent the information on which decision ‘making
will be based. They could become the school board's "right hand"
in planning- virtually all aspects of the program and advising the
board on policies for its operation, They wmight be asked to help
establish liaison with the communlty and its constituents and map
Qut stratég;es for dgvelaplng the initial emplayer network. -
Agendas for the graup 5 meetings could consist of raising and
answering legal and governance gquestions and: programmatic issues
and planning strategies for expanding and strengthening the
community resource base for the program. The planning group could
also study related aspects of program planning, such as location
of the program's learning center (see options in Appendix A and
also pages 121—;28) and student transportation needs (see page 129)

The plann;ng group Ean play a major role in convincing local L4
district taxpayers, parents and students that EBCE would be a
valuable alternative for students in the district. Althaugh the
group's stated task may be to survey community support, the klnds
of meetings it holds, presentations it makes and community input -
it seeks will actually Serve to generate support, and menbers:of
the planning group should be aware of their influence on future )

‘pProgram melementatlan,

™y =
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‘The (CE), planning group was involved in developing all

oy

o
5,
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v

Role of the (CE), F‘]anmng Group ' '

the program until it became a legal entity and a boar ect
was created--also with planning group 3551stance—stﬂ agsume full
program control. The planning group's recommendations ';m'aitea
every aspect of the program, from its curriculum to the policies

The group

regarding student activities at employer/community sites.
surveyed the community regardirig logistics, facilities, learning
settings and community attitudes and values so the EBCE model could
be "localized" and adapted effectively. It helped to determine the
ictual configuration of the pilot model ahd to identify:strategies
for implementation. : : :

e
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V Planning & Governance (Item 6)

o Survey patentlal Emglayerfccmmun;ty support and available
i; ' resources far student learning ) =

One of the most important steps in deciding if EBCE is suitable for
your. community is to ask community members directly how they feel
about the concept and whether ‘they would be willing to support it
by participating in student learning. The planning group should,
survey a representative number of emplcyers and citizens to
determine whether the community generally supparts the notion of

expezlence—based za:eer—gducatlcn and is w11l;ng to try it.

it shéuld be noted’ that this survey is not recruitment of employers
and community resource persons in the formal sense, even though
some of these same Persons may eventually be among those who will
want to provide student ‘learning. The survey of emplayér and
community people and sites is ;ntendéd rathér to elicit general
indications Df .

1. support of the EBCE- -concept from key c::rﬁmmuty groups
regresent;ng both labor and management

2. 'ava%labiligy and Eotential ccmmitment of adequate
community resocurces to accommodate the anticipated
number -of students in the program .

3. community acceptance of studgnt educational
-activities occurring daily §Qt51dé the school

bulld;ng””’f“

3

The extent and nature of these indications will form the essential
background against which detailed operational policies will be

 writteA. Discussions of the program with individuals will help to

foster community uﬂderstandlng that learning experiences, not job
skill training, are the essential and primary reason for use of
employer and community sites, that students in the program will

not be paid for their activities on learning sites and that
Emglgyers and community resource people will have access to program-
sponsored orientation and development sess;cns.

IDENTIFYING INDIVIDUALS AND GROUPS
| \
Persanal recommendations are always a gﬂod start;ng point in

identifying individuals to contact., (CE)2 plaﬁnlng group members
began by suggesting their own acquaintances in the cammunlty

- : 1y =
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Y
They :eferred also ta the list of names :Gmplleﬂ by the
superintendent of schools during planning group formation, the
names of individuals who had expressed intdrest in the pProgram
following earlier presentations to local business and labor
organizations and suggestions: from the manager of the Chamber Df
Commerce. Through these Sources--and suggestlans from community
members themsalves—!planners were able to identify, contact and
interview well over 100 bus;ness aﬁd community ?epre%entatlves

City business license bureaus canAp:aviag the names and addresses
of all individuals or groups registered to do business in a
community. The local Chamber of Commerce, on‘tHe other hand, can
usually provide not only a dlIEEtGIy of local” businesses’ but also
more personalized information from officials who are familiar with
community employers and the particulars of their éPEIStlDﬁS. In
larger metropalitan areas, formalized directory services (Contacts
Influential, for example) are available. These sources list firms
and personnel in the area alphabetically in various ways—--by firm
name, kind of business, the names of key executives and so forth.

Among the individuals identified for plannlng group contact might

“be editors, publishers and maﬁagezs of radio and television

22

stations in the .community. Ihegé individuals are often opinion
leaders and could lend valuable assistance to ‘program planning and

;mplementatlan. ,

Ccﬂmunity'ﬁrganizatibns, Students, Pafents and Teachers

Key groups far presentatlans 1n§1ude business, professional and
service organizations such as’ “the local Chamber of Commerce, boards
of trade, Rotary, Kiwanis and Lions. Groups such as these can
provide influential support on specific’ issues and many maintain
standing committees on education. Labor unions also have a high

-stake in good public education and are valuable allies.

While the plannlng group's survey is Erlmarlly to get an early
reading of the potential employer/community support for EBCE and
availability of learning sites, a secondary effect can be to

garner general program support from groups with special interest

in education. Piannlng group contacts should include introductory
Precentations to groups such as local teacheér organizations and -
high school students, parents and staff. Administrators of other
community-based and career education pPrograms in the district
should be contacted, too, to help generate an understanding of EBCE
and a gpirit of cooperation Ln _Mmeeting the needs of all students.



Planning & Governance (Item &)

GAINING AN INDICATION OF SUPPORT

After igentiffing kéysgragram'cantactsi:the planning group and
coordinator should arrange individual or group meetings with these

* "others" to estimate how interested the community would be in EBCE.

These early discussions allow program Planners to ask individuals
how they feel about pProgram concepts, listen to the reactions,

comments and questions of community members and ascertain if they
would be willing to support the program. Jhey also allow program

 planners to .

1. seek the names of additional people including company
supervisors who can be contacted for actual employer
site recruitment b

2. seek suggestions for program implementation--ways they
perceive the program working in the community

3. let individuals know how they can be actively involved

in program planning :f*§9‘7

Involving Program Supporters

‘People interested in the program need a clear understanding of the

next steps in program planning and how they might be involved. -
Program representatives could provide individuals with a checklist

or postcard on which\they can indicate -their interest in such things
as being on a mailing list for materials on program progress or '
their willingness to contact others in the community to encourage
support for EBCE or participate as an employer.site. The EBCE
Planning coordinator should have a good system for recording
community survey efforts so that contacts and expressions of interest
can be retrieved when the program begins formal site recruitment.

\

— ————e————e CRO3S~REFERE (ICES smmeromeee

?é@mmunitg Relations,"” page 151, offers suggestions for introducing
the program to key community individuals and groups.

"Site Recruitment” in Employer/Community Resources provides
information on how the informal community survey of interest can
lead to actual learning site recruitment. Pages 16 and 52 suggest
procedures for drawing on the records of the community survey to

_begin site recruitment, and pages 19-22 offer suggestions for
estimating the humber of learning sites needed for each student in

your progran.

(53
-



Planning & Governance (Itgm 7)

Completing the Planning Process

- ~] - Consider options for EBCE governance and operation

1]

EBCE programs should have .4 strong identity within their communities
to function effectively as communi ty-based learning experiences,
and the choices that are made regarding governance and cpe;atlanal
framework will be major factors in determlﬂlng pProgram ldentlty
EBCE planners should EDmSlder how they want their program to be
viewed--that is, how sagarate or how much a part .U the- regular
district program it wili be. 1In shaping tth identity, they w11l
Lo be making choices in. three major areas: Y
: I
1. Governance. The governing structure rus. guarantee
’ Eltlsen/part;clPant input to policies and decisions.
Depending on its structure, the prograu :éuid,be,
governed b the local school board, with the
* assistar .« of an EBCE adv1scry bcard, or it gould be
governad by its own separate bca:d of dl:ecéézs,
similar to (CE);. There are other aptlons as well,
such as. operating the program as a consortium among
several disttricts or under the direction qE a county
N educaticnal agency, or establishing the Program as a
. private school operated by a consortium ar ea:pcratlén
independent #f any school district, /
/
2. Egpg;g@a The program should be identifiable as a
 unique educational offering meeting specific student
~needs. The one degree of separateness essential to
EBCE is the fact that learning is delivered in' and
through the community rather than in a classroom.
With that basic concept as a given, program planners
can decide to offer the educational’ services of EBCE
as part of a district's regular program or as an
alternative to the regular program. The choice is
primarily a matter of district preference within the
parameters of state regulations for educational
programs (see the following Item 8). :
Facility. The program could be housed on an existing
high school campus or it could be housed in a separate
Eacll;ty in the cammunlty. Planners shauld be aware

3.

Aruitoxt provided by Eic:



MANAGEMENT & ORGANIZATION

;‘;'n community perceptions of the prégram (see pages
124-125 and 150).

— e ~ CROSS~REFERENCES ~——eemoeeoo o
: /

Appendix A offers a brief analysis of two options for the governance
of an EBCE program-—-operation by a school board and operation as a
private nanprofit corporation--and the related issues of locating
the program's learning center on campus or in the communi ty. ’

Item 12, pages 356;??; gives details for governing the program by
the local school board, with an EBCE advisory group. It also

- describes the (CE) , mdel--operation of the program as a private,
nonprofit corporation with its own board of directors.

i
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Aruitoxt provided by Eic:

—] Identify state requirements for operating alternative
8 educational programs

STATE-LEVEL PROGRAM APPROVAL

4

State departments of education generally allow districts latitude

in determining educational alternatives that meet minimum standards

for high school graduation. Program planners should contact state

education officials concerned with accreditation for help in

determining the guidelines that alterndtive programs must ineet

within their state. These guidelines will relate primarily to

curriculum and attendance:

1

~+ 1. The EBCE curriculim must either meet minimum standards
for high school graduation or be adopted as an ’
alternative to those standards.

2. The program will have to comply with state requirements
for student attendance or receive a special waiver in
this area, depending on the state's provisions for
interpreting student learning activities at community
sites in terms of attendance requirements. (It should
be noted that.EBCE has very specifiec student
accountability standards and guidelines regarding how
students spend their time at learning sites; the program
also has detailed@ procedures for recording -attendance.)

There will also be teacher certification requirements and
operational standards applicable to your Program.

Examples of State Requirements

In Oregon, (CE), originally qualified for state approval under
a provision for pilot or experimental Programs. That approval

~was appropriate during the program's developmental stages, but

newly instituted state requirements for graduation now allow
districts many alternatives in designing local programs, including
grantiing credit on the basis of demonstrated competence and
providing for off-campus study. EBCE Programs can now be adopted
by Oregon districts as alternatives within their standard school
programs. : '
EBCE sites in other states have encountered virtually no difficulty
in meeting state graduation requirements. In Washington, for
example, state board regulations allow local waiver of all but the
U.S. History requirement when an alternative learning experience is

L
351

: Plaﬂniﬁg & Governance (Item 8)
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provided. For EBCE, this means that districts would file plans
stating how students will meet the U.S. History requirement if
they have not met it prior to entering the program.

In regard to student attendance, Washington sites must have -
written program plan for each student on file with their school
district. The plan includes objectives, major teaching and
learning activities, a schedule for completion of these activities
&nd a deseription of how off-campus experience will be supervised,
evaluated and recorded by certificated staff.

LEGAL- ISSUES

School distrig. s adopting EBCE are finding that existing provisions
cover the legal needs of the program or can readily meet these needs,
once they are identified (providing liability coverage for students,
school, governing board and participating employers, for example).
The (CE), planning group had the assistance of an attorney to answer
legal questions: and help with formation of - the corporation. As -
development of (CE), continued, a systematic effort was begun to
identify legal issues relating to the program and ways to deal with
them. This effort resulted in a manual (see Appendix B) to help
administrators in Oregon school districts implement the model.

The manual is not a "do-it-yourself" law course but is designed as
a guide for school administrators to help identify legal
requirements. Althongh specific to Oregon, it should be read by
administrators in other states as well to ‘gain an understanding of
the legal questions that may be involved. Variations from one site
to another will naturally require modification of the procedures
and sample contracts presented, and districts are urged to seek
legal assistance in interpreting the requirements &f their own -
Programs. '

Sm— — CROSS5=REFERENCES ——— e —

In addition to the detailed legal considerations outlined in
Appendix B, readers may refer to “Business Management,” pages 1i6-117,
for information on the liability coverage established for the (éﬂlg
corporation and program participants. B

Procedures for recording student attendance are explained in
"Student Records,” Student Services,; Item 11. '

Kl
r o
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Aruitoxt provided by Eic:

- funds to make room for the Program.

Planning & Governance (Item 9)

——1 Prepare first draft program budget and identify available
9 resources for program fu-ding )

School districts should examine tﬁeif OWNn resources to see if the
Program can be supported with existing monies. Many new sites are
finding that they can begin the bProgram with the resources at hand.

EBCE operating costs are comparable to other educational programs;

the critical factor is the district’'s willingness to reallocate

"A tentative prégramibudgeL may be projected on the basis of seven

maji::r items:
. number of students the program will serve
2. " number cf staff necessary to support them
3. compensation for staff :
4. facilities needed
5. t:aﬁsgortétian
6. special learning materials and equipment
7. insurance -coverage for program and participants

If districts need supplementary funding to operate the program,. or

if the program will be operated similarly to (CE); and require a

separate funding base, planners _should investigate some of the

fallow1ng resources:

1. privaté foundation funds (for example, Danforth,.
Eell@ggp Ford, Mott, E.C. Brown Trust, Kettering)

" 2. state departmént of educat;aﬂ resau:ees-—pass;blll es.
such as career education grants, reimbursement for
student transportation, federal grants through the
state to exemplary programs

3. contractual arrangements with other districts for the
education services of the program, perhaps 1nclud;ng
tuition for ﬂanr251dant students, area education
dlstflct relmbursamgﬁt for services and so forth

4. federal funds available through local. d;strlcts fnr

students’ enrclled in state-approved programs

(nccU§at13nal, vocational or career education, for example)
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,“dlsadvantaged“ a:n:l “hanﬂlcagged" monies earmarked
under the Vocational Education Act essentially for .

' ' m"preparation" (vacatlanal) programs for the
hanﬂ;t:apged B

6. -ESEA Title III funds for further develdpment of some
- innovative .aspect of your program (for examgle, the
© "= learni g;;manager concept, 'a new kind of "u:ﬂmlselar,“.;
U a Jéarning site developer) : .

3 funds ﬂer;ved thrr:ugh a cc:nsort:.u:n or
. -ion . gaverﬁing and apératlng the program
 independently: from-a 'school district ‘

meré;z-may be Dﬂiéf potential sources tiif funéir;};; as well. These
are only suggestions to stimulate yqur thinking.

5

N S

——== CROSS -E‘FERENCES

Pages 96 9% of "Euszness Management” present a detailed analysis
of spe::lal budget considerations fﬂ: EBCE programs. Insurance
Héed’:‘ for EBCE are ilsmzssed on pages 115-11?, as well. '

Sefe "Pérgannel," pages d?—dS aﬂc? .38-60, for dssistance in
‘ détEImiﬂlﬂg a staffing pattern and estimating the number of staff
. needed for your pmgrams Page 72 presents some salary
c:!:msi derations. . ' o
L S ’

- Staffing alternatives are also /if},.scussed in Appendix Fi
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™| Prepare final draft of budget and secure planning group
1 0 -endorsement af ‘proposed ‘Program

1

t ’ -

Planning for yaur EBCE program should be proceeding on two levels,
, Surveyl,ng community interest and support and, at the Séjne tlme,

working out- details éancéfmng Program management and apératla

budgeting, curriculum glanning, staffing, student. recrultment and
" so farth (Eee the. Jmeline on page xiv). : h

When the plann;ng g::nup assures ;tself that z:r;:mmm;ty 1nterest 15

| béen lﬂent;fléﬂ and pr@gram aetalls c:utllned the pragram is well-
defined enough to be ratified by the planning group and presented
. to the school board for’ apprcval.

—_— — CROSS-REFERENCE — — ——
Seg Item 3, page 13, rega:dlﬁg the “ng thé bplanning ea@r&;natcxr

sh::uld play in managing the planning process and f:ani»;nlﬂg

cémumtg and sghaa._l district input,

P




_partlclpants (see the fallaw1ng Item 12).

Planning & Governance (Item 11)

Adopting the Program

Gain formal program approval

1

SCHOOL BOARD "APPROVAL

-vEECE can be. added to a school district's currlculum wlth or witheut” _

fanfare; the program can be approved by a d;str;ct accardlng to the
procedures used for any new instructional effort. It is important
to consider, however, that as a community-based program it should
be establ;shed on a firm base of citizen understanding and support.
Districts will have gained citizen input to _program planning through
the activities of the planning group, and this citizen input should
be publicly acknowledged as paxt of the foundation upon which the
schaa- board makés its decision to.offer the program to students.

There are varlgus ways in ‘which this citizen input can be shared
with the public. The plannlng group could draft a report of its’
activities for the schaal board, together with grgpasea pragram
details and a recammendat;an for board adoption. This report
cnuld be p:esented at ‘a‘regular board méet;pg by the superintendent
pna one or two citizen representat1ves of the planning group. The

“full report could be available to interested community members on

request and a summary of the .Planning group's major paints and
recommendations distributed to citizens attending the school board

‘meet;ng, . ' o

[ :
If a :esalut;an is d:afted for woard approval af the program, the

2resalut1cn could inclnude appointment of the program administrator

and astablishment of an advlsary group representing pragram

Tigard School 'Bear*d Adoption ;if’(CEf)g

The Tigard sghaal board formally approved the (CE) model at a
regular board meeting, falldw;ng approximately three months of
program Elannlng. The program was approved on a PllDt basis for the
ensuing schaal year, contingent on approval Ey the Oregon Board of
Education. The formal resolution, unanimously ‘adopted by board
menbers, made reference to the governance structure under which the
program would bée opsrated and thé bas;c relationship of the Tigard
distrlst to the program.

- .
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Presentatlcn of the- (CE)2 proposal to thé Tigard board was made /

- with accompanying transparencies to- ;1lustrate (a) experience and /
/

learning activities for the typical EBCE student, (b) the pfagram
approach to study in & specific area--p hys;cs was used. as an ///
example==and (¢) program requirements and their correlation with

. state standards for hlgh school g:aduaf;an

|
STATE APPRDyAL

/
= Imr most cases, districts will not neaﬁ formalized state approval to

adopt EBCE as part of their currlculum (see Item 8, éége 27), but _
~districts may wish to confer 1nformally with state Efflélals to
analyze the program in relation td minimum. state requirements for
high school graduation. School pfficials will naturally want to
assure themselves that students,/will not be jeapardlzlng their
educational stanalng by Pa;t;c patlng in’ EBQE——that the students
will be able to obtain creder ,1als from the prag:am that are

- eredible and transferable and receive standard high schaol dlglamas
when ccmgletlng the program, ;

In Dregon, EBCE presents an alternatxve gcnsistent with the ;ntent
of the state's graduation :equ;rements and can be cffered by
districts as an alternative within thelr standard high schoel
curriculum. (An analysis of the (CE)E curriculum in relation to
Oregon's graduation requirements is available on request from
NWREL.) Other states should find similar cémpatab;llty of the
program with state standards.
Y
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. ‘Establish praceaures for governing Program with adequate
12 participant represéntatlan and 1nput to pﬂl;.cymaklng

_'_J _a—f‘:‘if | - 4

L

 SCHOOL BOARD/ADVESORY GROUP GOVERNANCE
I s » . . . = ;\

If your program will be governed by the 1aca1 schaal baard, the
board should establish a community-based advisory graugg
represent;ng program participants and the cammunlty—at—large, to
assist the board in EBCE pnlleymak;ng and governance, The advisory
group would help sustain ‘employer/community support for 'the program
and ensure that the program rémains respans;ve to the needs of all
participants.

The p-ogram Plannlng group mlght simply be reappointed by the board
as the advisory group, at least at the beg;nnlng of program
operations. Thereafter, nominations. for: the group might be received
from the different. categories of program part;c;pants—-students,
parents, staff, labor, emplayers, school district., One basic -
standard for advisory group membe:shlp should be_ commitment to the
EBCE concept and .to the EQESibllities for aaapting the concept to
the Epeclflﬂ neeés af your. community.

weighted in favor of the c@mmuﬁity resources upon which EBCE depends

+ for its student learning;. business;and labor should be involved as

The group should repregent all Part;c;pants but w;th membership

fully as possible in program decisjion making. For example,
membership’ could consist of 513 employers, three labor
___repregentatives, two parents. ‘one gtudent, one representative of
the community-at-large, one staff member and one school district
representative. There could be man va:éatiﬂns to this; the point
is to give participants an active lEE ifrgovernance of the
program. :

e,
[\

‘Advisary Grgup-GuidETines

If . the schaal board éstabl;shes an EBCE advlsa:y group, it should .
adopt a set of rules or gu;del;nés covering the group's
responsibilities and relation to the schcol _board. Such guidelines
could lnclude the. following: ’ :

1. members and membership definition, election, powers,
" duties and praceﬁu:es for term;natlan of membersh;p

2. meetlngs (rggular. annual, EPEElal), notice,
' requirements for meetings and quorum requirements

RO
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L

3. Vﬁﬁmmittéés, if,nééessary

4. pravis;nns for Parl;amentary Pracédures and raParting
. \to the school beard.

~ GOVERNANCE SEPARATE FROM THE SCHOOL DISTRICT =~

The /E)g System nF chernance

The (CE) 5 model was intended from the bég;nn;ﬁg to be gnvezned by
a consortium of employer ‘and communi ty represgﬂtatives. The (CE); 5 -
seans of d@Lng this was to form a private, nonprofit corporation,
: . draft bylaws and establish a working agreement with the Tigard
‘School District. - .

-
=

' The original (CE)Q board cans;gted of thé fallawing represen nta tives:
1. one memberiatéla:gé (a persdn active in civic life)

2. six employers (executives from manufacturing, insurance,
banking and retail sales and all from firms that wese
actively PIEVldlng 1earning s;tes for the pros:am)

3. one labor representative (a state 1abar official; the
number has since been increased to three to Provide
local and regional représentatign as wall)

" 4. one parent (since increased ta two to reprezent Lath
;eturning and new students)

5. 'one student
. . ) .
6. one school district representative (since increased to -
tw&) ' : S

- The Prcgram is naw gavernea by a fiftéé —Peréan hf;;& of
d;rg:tarSE-slx Empleyers, three labor regresentat;vas. two -
paren 8, one member-at-large, one student and two scheal dlstrlct

'representatives.

Formi ng a-Corporation , ‘

Incarpﬂratian is a complex pracess and should be ﬁndgrtaken only
with the asgistance of an atta;ney ‘who understands p*agram goals.
(CE) » planners retained an attorney during the very early stages
of planning to lead their research on the issues and. P;@ceéures
far 1neﬂ:paratian. The attarney suggested that -a nanpref;t

‘1 o .
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~ corporatjon would be the most expedient legal structure in Oregon
\\ and that bylaws would be highly 4dvantageous. A board of directors
; whose membership could be elected or appointed would have decision
making jurisdiction and legal responsibility. The Planning group
‘voted to accept the attorney's recommendations and a special
¢DEMitteirwas appointed to work with him during July and August
1972 in drafting bylaws and Articles of Incorporation. ,

Articles of Incorporation were drafted by the attorney and task
force members, approved by the newly formed board and filed with
‘the officeé of the corporation commissioner of the State of Oregon

on August 19, 1972, on which date the program became a legal

entity. ' . -

Because of its separateness from the school district, forming the

corporation served several important legal and other purposes for

(CE) 5 by ' :

1. limiting the liability of the individugis involved
in the program for purposes of debt collection and -

other damage actions

2. enabling the program to qualify for federal tax

) Z exemption by the Internal Revenue Service as a
nonprofit agency : :

3. clearly fixing 1egaL‘respcn§ibility1for the well-being
of individuals involved--staff, students and community
participants -

p A\ . .

4. allowing for the orderly disbursement of assets, if

necessary

5. assuring skeptics and supporters alike of the
stability and acceptability of the program

6. giving the program a base upon which to apply for
funds, lease a facility and seek educational
_certification - '

L

i
%

‘Drafting bylaws allowed the program to specify explicit corporation
operating conditions. The bylaws hglpgﬂ (C!E)2 clarify certain legal
issues, such as the legitimacy of having a stident representative--
“ a minor--serve on the board with full’ voting privileges. The :
wbylaws also formally assigngé'réspangibility for managiﬁg and
. .operating the program to the program administrator and established
\ ~ the mechanism for making policy decisions tﬁfgugh the corporate
board of directors. ‘ : :

¢ ! : 1
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: éLARIFYINE) PROGRAM/DISTéiCT 'RELATIDNSHIPSA

(CE) , established a wr;tten wark;ng agrgenént with the’ Tlgara
School District to clarify tgg‘pragram‘s role ‘in relation to-the
district. This was eané;tlcned by the separate gave:nlng and
operating structure for the (CE)g model, but programs operated
by a school ‘district will also benefit from. Some form of written _
"set of understandings” regarding the warklng relationships between
EBCE, cher district programs and the district as a whole. Such an
agreement’ will help all parties unaerstana any ﬂlffereﬁces in
: procedurgs for EBCE stuéents_u

e jIhE_LEE)gliigatd,Agreément

It was understood at the outset that the Tigard ‘School DlEtrlct :
would provide students for the EBCE Pprogram and that the EBCE
bProgram would provide eaueatlanal services for those students.

‘The fine points of this basic understanding were spelled out in an,
informal working agreement that was developed between the two

. parties during (CE),'s first program year. (CE) requests yearly
approval by the |Tigard school board of this program/school district
agreement. The|/program alsc requests annual sehaﬁl board appréval '
of the (CE); curriculum. '

_ The (CE)E/TLQE!& School Dlstr;ct agreement focuses on the welfare
of students t - be served‘by (CE)E, @utlln;ng .

1. statéeaggraved édugat%cnal services they will receive
. A\ o A : ,
2. procedures for meeting various state requirements
relating to student transfer and’ readmlssien,
attandance and graduation/ . .

3. prgceﬂures to insure and protect students accordlng
to all 13931 requirements

ES \ '
Gavegéance précgdures for (CE), are détalléd and respcns;blllties

of th

schaal;d;sFr;ct and (CE), outlined in relation to

stuéent services, 1n§1udlng student EElEEthﬁ,
number’ enrolled, readmittance to school d;strlct,.g
records, and attendance, transportation,
é”,:acu;ricglar actlvlt;es

2. pergonnel
3. 'curriculum ' \ )

4. . high |school diploma and graduation
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A . Planning & Governance (Item 12y -

) oorts én student progress : B e B
i . : L ’

oQl year calendar

s 7. distriet reimbursement to the program
- \ :
. EiA‘pﬂbliE_feIatiéﬁS
\ ;
Adoption of the wa:k;ng agreement Was fnllawea by. substaﬂtlal
interaction between school district- and (CE), staff to develop
‘procedures for 'carrying out the agreement. . The Tigard
'supezintendent designated a reqular liaison person from the
district to work with (CE)E on such matters as student transfer,~
graduatlan and arrangements for using Tlgard School. Dlstrlct T
transportation for (EE)2 students.. The (CE)E prégr,m aém;niatratar,
Tigard High School principal and school distriet liaison person
developed procedures to be followed for students 5eeklng A
readmittance to the high schnal or: leaving (CE)E and not réturnlng
: Vta high school. Dpetails cancernlng the éxchange of student records
\\i " 'were worked out by the (CE), program administrator, student
coordinator and Tigard ngh Scnsal caunselars.

\,,,_ e .»CRQSSEREFERENGES.v — 7,_‘7 — ‘

i
i

Althéugh bglaws would be un;gue to each prég:am and its needs, the

GEUQ bylaws and accompanying explanatary notes are ﬁisplagéd in
APPEHdlx C as a model of the "operating guidelines" of a private
corporation. These bulaws may also provide useful infb:wﬁt;ﬂﬂ :
for EBCE prﬁgrams apgratgd within a school dzstriét, ‘ |

The wa;klng\ag:éenent between (CE) 5 and the Zigarﬁ School Dlstr;ct

. 1= reprintéd\iﬂ Appendix D. .
\ . i
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— Establish policies relating to ”11'aspects of program

- L
I 3 operation =

ly functions within
ion the program

an acknowledged framework to determine the ‘direct
will take." This framework consists generally of

1. legal :gqgireménts for an alternative eéugé ional
- program with' a particular structure

2. parameté:s'result;ng from the program's éaﬁéé; {al
and philosophical base '

3. the program's own rules for governing itself

For. (CE), specifically, policies were established within the' ’
requirements of the local community's concern for a viable
educational program, the agreement with the cooperating school
district, the subcontract with NWREL and provisions of the Oregon-
Board of Education, as well as the' (CE); bylaws and other legal
constraints described earlier in this section.

t The early planning stepé of all EBCE handbook sections give .

guidelines to the policymaking decisions that are needed for
pProgram implementation. 'In addition, EBCE Planners, administrators
and policyméking boards are referred to Appendix E for a summary
of the policymaking decisions made by the (CE), Board of Directors
during the first few years of program operation: This summary
suggests the policymaking considerations that will face any group

responsible for governing an \EBCE progranm.

ol
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PERSONNEL

‘EBCE :rogram personrel are those professional and suppcrt
staff employed to manace and be rESLQnSlblE for delivering
the program to students. B

WHAT EBCE REQUIRES FOR PERSONNEL

1. a staffing pattern that reflects commitment to basic program
goals and is capable of directly and effect;vely supporting
student learning in/thé communi ty

2. preféss;gnal staff roles and functlans that are. significantly

affectéd by the high degree of community involvement in thé

program

i’

3. specific quallflgatlans far the individuals who will fill all
staff roles ! h

4. personnel policies and procedures that are ecngruent with the
employer/community centext of EBEE ; , !

'5. procedures for orientation and develapment that give staff
members the insight and understanding needed to functien
effectively in the program .

ASSUHPTIDNS THAT AFFECT EBCE STAFFING
| ‘All EBCE users, whether adopting the éntlre program or anly parts

of it, will be concerned with a staffing pattern, specif;c '

nunber of staff and basic staff charaeterlstiﬂs- :

Because EBCE involves eﬂnnmnity members in the program as léy
"teachers," the program's professional staff will function more as
facilitators or managers af learning than as instructors.

The total EECE team requlrés individuals with-a variety of skills
L and expertise; the more varied the team, the more likely it is to
have the range cf skills needed. !
. The: pragram shculd be operated by full-time personnel rather than /
~staff wha lelde their tlme between EBCE and ather school pragrams

43
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Personnel pgllclés and pracedurés need not differ substant;ally ,
from existing school distriet practlce except for the need to keep

'EBCE staff as. flexible as possible, esgeclally in terms of program

é

hours.

THE PEOPLE INVOLVED

EBCE staffs may vary from program to program but essantlally will
require individuals to adm;nister the program and provide team
leadership; work with students on th31r” dividual learning plans;
recruit, develop and maintain amplcyer/cammunlty sites for student
learning; locate people, places and materials that may be used by
students as learning resources; coordinate various student
services, including assessment and gu;dance, and provide support
staff services that may include administrative/secretarial work,
recordkeeping and transportation assistance to students. - .

These staff members may have various titles. The (CE) pragram
has used the prﬁfessignal staff titles of Eggg:am admin;stratg{:
1earn1ng managsr (LM), égg;ayer ;alat;ans spéc;allst (ERS). )

and suppcrt staff t;tles gf pro ogram ass;stant, 1ea:n1ng EldE:
clerical assistant and van drlve:. '
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: approprlate staffing patte;n 4
2 Develop pésitia@l”,scriptions 50
3 . Determine the nufiber of staff needed for each 59
. Pasiti&n r ' o
'é’ Dévelcp standazds for selectlng individuals for 51
. staff positions -
5 Dutline strategies for recruiting staff e 65
6 Interview and select candidates for positions 68
. I . £
PERSONNEL MANAGEMENT S
Tg " Establish roles and fEEPOnElbllltLEE for personnel 71
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ié Des;gn strategles for staff orientation and 94
— onga;ng devélcpment ’
13 DEVEi@P fatignalé, criteria and techniques for 87
— evaluiting Etaff performance -
| /
H
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Personnel

Staffing an EBCE Program:

— 1 Study staffing alLarnatlves and agree on an appropriate
" staff;ng pattern

i

The stafflng pattern for an EBCE program should be defined at the
outset of budget planning. The prouvram admnistrator or planning .
coordinator should be involved in staffing déllheratlans, as should
administrators from the cooperating school district. Input from
the program's p) wning group may also be helpful, particularly from
members with man gement experience: in business and industry. Final
determination of the staffing pattetn will be a board/administrative
decision, prcbably in_ conjunction with f;nal budget approval.

 Staffing alternatlves will be considersd in relation to anticipated
student enrollment, estimated costs of program cperation and state
and local specifications requisite to Program - approval. '
Alternatives should also be- considered in terms of the teamwork
*k;t is essent;al to the prag:am.

ESSENTIAL STAFF FUNCTIONS

EBCE requires a professional staff vastly different from the
faculty of a t:a&itlanalrhlgh schuol. EBCE staff are managers and
facilitators of student learning, not "teachers" in the
traditional sense; their functions are defined agsarﬂ;nq to
student and program needs rather than by subject matter. The
program requires a staff of skilled professionals who can

. 1. work with students indiy ually to negotiate and
) , dsvelap personalized Yearning programs

2. ‘deal directly with community members .. Jevelop
‘ ledrning oppor zunities for students in businesses, -
industry, social and service agencies, government
afflges—-whéréve: adults are werkagg
3., draw on the ‘community for both materials and pEGPlE
to serve as\?escurcés for student laarning

e JT
n:" Y
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4. attend to the many services that support the student
from time of entry to tir of exit from the program,
including monitoring stuwent progress and reporting

. ko pa:ents ] '

5. admln;ste; the Prigiam and maintain angclng

canmunlfy liaison
—.

T,
. The program also needs support staff aﬂequate to the tasks of

mairtaining student records (a major unﬂertak;ng in ERCE), p:gv;ding
gereral office services and facilitating student transportation
(depending on the program's transportation provisions).

DEFINING INDIVIDUAL ROLES

Staff functions for EBCE may be allocated any nunber of ways among
individuals, and statf titles may vary. (CE), arrived at a staffing
pattern that called for the fallcw;ng Pcs;tlans and general

dLV151an Df respcn51b11;tles.

l

é onal Staff

e

'The pr@gram adm;nlstratar is.resgponsible for the overall. educational .

1mpaaﬁ:af the program as well . for daily operations, including

B businéss management and personnel. The administrator reports

48

‘learning. plans and caard;nates student lear
‘experiences with other staff menbers, students and adults 1n the

directly t6 the’ (CE)ngaard of ‘Directors and serves as the board's
executive cfficer. The aéministrator. .also coordinates program
contacts with outside individuals and agencleg (includlng iabor,
employer and community groups, local schaéls and, guvernmental
agencies) and interacts with students and garents as a member of
the pragram team. .

The learning manager {i.M) helps students assess the1r own needs,
interests and gaals, works with students fo negotiate ;ndlv1duallzed
1ing activities and site

ccmmuﬂlty. - - \\

The employer relations speaiallst (EES) recru1t5 g@tentlal employer
and community sites an& émFlayer ;nstruétcrs, asgists studenks in
selegtlng sites and arranges for student placements‘ The ERS also
assists emplovers in ;dentlfying potential learning EKPEIlEﬁEES for

students and Eéﬁfers w1th the learning manager on student prsgects.
. : \,

The learning resource specialist (LRS) helps locate peaple;
matér;alssand other community. resources to aild students ir . their
1nd1v1dual;zeé programs of study, recruits tutors, coardlﬂéﬁﬁE
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competency certification and. suggests learning resources to
learning managers. The LRS also maintains instructional media at
the learning center for student access.

The student coordinator (SC) plans and conducts student
recruitment, administers student assessment Procedures and works

‘with all staff and students to help achieve the kinds of

interacvi~n that will assist students in making their own decisions,
planning and managing their own learning and assuming more
responsibility for their behavior.

The entire professional team shares in maintaining continuing
contact with parents at several levels.

Support Staff

The program assistant serves as secretary to the administrator and
to the governing board, maintains financial records and reports
and performs various tasks required for progras; operation,
including arranging meetings and handling apyointments and
correspondence.

The learning aide maintains records of individual student learning,
helps learning managers monitor student Progress on projects and
provides additional secretarial and support services to the program
team as needed, . ' - '

The clerical_assistan;,Eraviaes secretarial and support services to

the program team in general and specifically assists employer
relations™specialists in maintaining records relating to student’
placement on'employer sites. The clerical assistant also serves as
telephone receptionist. )

. : y \
‘The van driver, employed on an hourly basis, operates the Program's
van to move (CE), students around the community and coordinates the
-éspeﬂulgsv@f students using the program's transportation service.

o4
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Appendix F ¢oatains a discussion of some role combinations and
alternatives to the (CE), pattern that could accommodate varying

student enrollments and learning center locations.

¥
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Develop gasitign descriptions

Once the b351: stafflng Eaﬁtgrn is established, 1nd=v1dual EéSlthﬁS
should be descrlbéd in detail to assign tasks in the most eff_cient,
effective way=—g1v1n§ some structure to the program but also
allaw;ng for the highly personal Lnteract;ans that.are necessary as
tte professional staff works together to develop student learning
plans, assess student growth and provide ccuﬂsellng and guidance

sugpart, i

B

e

There should be room in the Pragram for.-natural staff role- changes
and evolution as individuals mold th21r jﬂbs. There should also
bz staff agreement on the process for redefining roles. Perlcd;é
staff examination of roles can provide the DPP@IEUﬁltnyDr
reshuffling activities te balance :ales and accammadate pérsaral
1ntergsts and preferences.” L

((;:E)2 BOSITION DESCRIPTIONS

. The position descriptions on the following pages have evolved for
(CE), from staff analysis of original role expectations and actual
daily program operations. These descriptions give a more detailed

v picturé of the individual tasks required by the program and provide

J one exampza of how tasks can be 3531gned ‘among staff members.

Vo

4

Cge . .
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Edditi&ﬁal reading in the EBCE handbooks can further clarify the _
tasks that are performed by program staff. The following handbooks
relate most closely to the work Qf the individual (CE)E staff

positions:

Management & Organization - pr gzam administrator

Curriculum & Instruction - learmng manager

Employer/Communi ty 'Rejééyrcé:sf- employer relations sgeﬁaliét

"Competencies” and "Learning ' AR
- N \
Resources" sections of .
Qg:;;‘ulum & Instruction - learning ‘resource specialist
Student Services = student coordinator
by -

,‘ 50 :
Q .
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Personnel (Item 2)

Individual Responsibilities

1.

PROGRAM ADMINISTRATOR

maintain overall administrative responsibility for the
program, operating within the parameters of =znd
responsible to ﬁhe g@vérnlng board

manage personnel matters on beha.lf of the governin board

maintain the fiscal integrity of the program
arti¢ulate the program to the community

. \ -
team member

- coordinate program contacts with employers, parents and the

- participate” in parent confrrences

participa€ing school district, professienal groups and
agencies including laber, public/private schools and
governmental agencies

2

assist in seleciion of students and coordination of student
work with all pfagfam s'aff ta set policy and make iﬁdividually
apprepriate de:151a s regarding student acrnunﬁablllty and
discipline kS

supervise and work with staff in program development activities

assist in developing program res@uréés and Eél ing problems

P T

LSRN
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MANAGEMENT & ORGANIZATION

LEARNING MANAGER

individual Réspcnsibiﬁtiés

-
.

develop individualized learning plans (projects, objectives
evaluation materials) - .

2. negotiate learning plans with students, making use of
: employer and community sites, learning center materials and
resources and a varléty of people and activities

3. document studen t progress, evaluste leagnlng pro d cts
maintain seca:akge ping systen with the assistance of a
learning aide

4. work with the learnirg resource specialist to identi
deliver instructional materials and resources

it
L':‘w
lﬂ
e
]
=7

Az a team member

5. develop individual learning profiles of students

6. report student progress to pazents Both in conference and
through written reports

ther assessment data to ;dentlfy

eds,; interests, goals

7. utilize testing and
' 1nd;v1d 1 st udent n

mﬂ\ ‘U‘

B. counsel students canaerh;ng both academic and Eersanal
prahléms ’

implement the Student -Uﬂfaﬁility System, especially as

it applies to th- agr. ..znts and requirements af students’
Iearning plans . . .

W
[

10. ma;ntaln the integrity of the pragram s learning d251gn by
lntegfaﬁlng projects and employer/community site learning
activities

M\

11. aid in dassrlblnﬁ the program far a varlety Df audiences

12. plan and participate in group meetings for students




// . - Personnel (Itém-g)

'
7
fi/ N ’ l!
;;;
EMPLDYER RELATIONS SPECIALIST
Individual Responsibilities \
1. develop materials and scrategies for recruiting employer/
community sites for student learning
2. identify, and galn the support of potential and needed
. employer/community sites ¢
3. obtain Letters of Intent from participating employers to
provide legal and insurance supgcr; for employer involvement
4. implement program strategies and system for facilitating
student learning at employer/community sites (analyze site
P learning potential with individual employer instructors, write
and recommend learning objectives to learning mariagers, secure
employer instructor EvaluatLans of student performance, .
supervise student progress and employer instructor ’
performance)
5. counsel students reg-rding learning site seléciiaﬂ and future
occupational interes:s . W
6. assume responsibility for malntalnlng the network of -
s learning sites
7. design and supervise the ma;.ntEﬁaﬁce of an accurate - \’
recordkeeping system related to utilizaticn of the site
- network
i -
8. be sensitive to and resolve any\ problems with employigr/ '
community sites or with labor unions - ;
. i, |
As_a;team member i
9. maintain the integmity of the program's learning design by \
helping to integrate projects and employer/community site
learning activities o [ o
10. aid in planning and implementing a system for emplover
ins,trurzﬁq: deve lopment o\
11. report student progress to parents both in EEﬁfEIEnGE and .
through written reports
12. implement the Student Acz:auntabll;ty System, especially as i
’ relates to s;udgnt behavior at learning sites ] -
13. aid in ﬂEEéflblﬂg the program for a variety of audiences
14. plan and participate in group meetings for students )
; £ 53
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LEARNING RESOURCE SPECIALIST

Individual Responsibilities 7

1. determine the need for matetials and human resources to
support students' indivigdual learning activities

2. advise other staff members and students en the availability
of resources in the community

‘3. develop and imglement a system for rétfieving instructicnal
materials and media’ ‘ ) :

4. identify and galﬁ the support of valunteer and paid tutors
fram the zammun;ty, ;nclué;ng all argan;zat;a al activities

5. recruit community resource pecple for certifying competencies
and work with students and resource people in the certification
process ’ :

6. supervise the use of a variety of media in the learning
precess, including audiovisual, program materials and’ computer
terminal

7. identify and assess the apprcprlaten ess of learning materials
at employer and community sites b :

8. identify, Brder and process instructional materlalﬁ for
Ehe program

A= a team member s - . "

9. parti¢ipate in parent conferences : ’ e

]

- 10. share in the implementation of the Student Accountability

System .
11. .plan learning activities with staff and students .and - a

recommend human and instructional resources to =zul port learning

*“12. aid in deseribing pr@graﬁ for a variety gf audiences

13. plan and part1c1pate in group meetings fa: students

£
=l
— i
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) Personnel (Item 2)

STUDENT  COORDINATOR

Individual Responsibilities
1. provide program information to and interview prospective
students
2. administer and 1ntE“prEt tests to aid in deﬁermln;ng the
1n§;v1dual learning needs and characteristics of students
3. dasign, iﬁ@lénént ané .coordinate guidance support (integrated

throughout the program)

4. manage zone progress and zone débrléflng sessions and record
student affective grawth

5. articulate and manage the Student Accountabi ility System
(implementation shared by all professional staff members)

6. -:DQDSEI with students, parents, employers and staff
individually and in small groups

7. coordinate resaur:es needed for 5tuden post=high sechool
.planning

8. assist community partieipants with counseling aﬂd communication
te:hnlques that can enhance their interaction with students

9.  identify and suggest human development resources to sﬁaffi
st éents, program administrator and parents

10. gmv;de leadersliip in maintaining the mental and emotional

health of the program . i . .

intain liaison between the participating school district

11. mai
and the program, 1n:1ud;ng record exchanges and continuing
communication regarding ‘student selection and progress

1 team. merber

i ate in accountability- -related studentfparent
onfarences and famlly counseling

e
[N]
Q"o
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13. organize and conduct group mget;ngs and aEthltIES with
stuéents and with parents ’

o

14. he 'E’ rganize and supervise employer seminars on the world of
k .

15, plan and a:g n ze studentfstaff retreats

. . H R
16. assist in Planﬁlng employer instructor developrient sessions

i

"17. be oriented to the personal needs and interests of each

student and bz able to share this orientation with other
staff members: also be oriented to students' total learning’
and career programs . .

iy
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SUPPORT -STAFF

Program Assistant ,

1. re:s onsible ‘to program administrator

2. maintain financial récords and reports for the program

3. manage procedures for purchasing, petty cash, reimbursements
for staff and students

4. arrange for meetings of the program's bcard of directors; - )
record and distribute minutes of the board meetings e

5. perform various secrétarlal dut;eg, 1nclgdlng'manag;ng
appointments of the program adm;nigtratar, developing a
Ealendar of events, handling-pfogram correspondence

6. develop and ma;ﬁtaln systems for bookkeeping, fllinq and
retrleva;Fﬁf’p;agram=related information

éi{“:delegate ;asks to support personnel as necessary

3. ‘handls special assigﬁﬁents such as making arrangements for

hosting visitors and for group meetings

main-.ain documentary records and f;les of forms, praﬂucts and
information emanating from 1nd;v1dual student learning
activit} s in the program

-  retrieve and summarize information from student records

ki

oversee schadules of student work to be completed and
inventory student products to determine if they are complete

type individualized leaming materials for student use
provide general team service support, including telephone,
schedules, securing materials, typing éaffesp@ﬂden:e,
entering data and other asz;gﬁed tasks




1.

2.

[y

M

o

Clerical Assistant

receive and transmit telephone ealls for program staff

maintain files for emplouyer relations specialists and employer
files for use by students

gaiﬂtai* éﬂzumentar; rezarﬁs emanating from student placements

mw
w
]
E
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etrieve and summarize information frem site records

provide assistance to the program assistant ard learning
aide as needad

provide general team service support, lnzlualng schedules,
securing materials. cyping correspondence, entering data and
other assigned tasks ' )

Van Driver

drive the program's leased van tc help meet student

1.
transportation needs
2. maintain the van in good condition
3. become familiar with the location of employer/community sites
and with student responsibilities for keeping appointments
4. schedule van service between the high school and learning
i center and to and from employer/community sites to meet the
) appointment needs of (CE), students
5. provide transportation services for program visitors and,
other transportation tasks as needed :
!;‘
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MANAGEMENT & ORGANIZATION

- Determine the number of staff needed for each position

The number of staff for an EBCE program will depend on

1. the individual reoles that must be filled to deliver
the components of the program

3. size and location of the program in relation to its’
surrounding community (affects transportation needs,
the scope c¢f ERS and LRS assignments and the community
relations burden of the entire staff) .

4. budgeting factors

With 60 students and a network of approximately 100 employer/
commmity sites, (CZE:)E employs cne program adm;nlstratnr, two
learning managers, two ﬂmglayér relations specialists, one learning
resource specialist and ‘cne student mardlnatc.:. The program also
employs one program assistant,.one learning aide and one clerical
assistant full-time and one van driver on an hourly basis.

SPECIFIC ROLE CONSIDERATIONS

There are many, ways that specific roles and wnrklnads can be
adjusted to accommodate program needs, ineluding use of
paraprofessionals, voluntsers and teaching_interns; shared
responsibilities with regular high school staff and parents
filling support staff roles. EBCE planners are encouraged to
draw all concelvable human resaurces into their pragramsi

Thé following observations, based on (CE)Q éxperlences, may assist
in determining how many staff are needed to operate an EBCE
program.

Program Administrator

Administration of EBCE should probably be the full-time
IEEPQnSiWility af one inéiviéual rather than aéﬂed ta the

career edugatlan, fbr example)_ A prcgram admln;stratcrfERS
.~ combination might be workable, hawever, especially if the program

[ % 5=




i Personnel (Item 3)

were operated within a school district and the administrator did
rot have to attend to tie management details that are par. of the
(CEj, administrative role.

Learﬁing Manager

Learning managers expend a lot of time and enerdgy giving students
the'individualized attention that is essential to the Jevelopment
" of their learning plans. Consequently, it would be difficult to-
take shortcuts with IM tasks, and (CE)> staff have concluded that
the LM role is a full-time responsibility.

Each LM at {CE), is responsible for pproximately 30 students and
. confers with each of those students weekly on both a schedulad

" basis and informally. The LMs see an average of seven students
per day. Most student appointments are in the morning, and the
IMs spend the afternoon writing projects (average writing time

is three-fourths to one-and-a-half hours per project), reading
and responding to student journals, pPlanning, meeting with other
staff and so forth. ’ . .

& 30:1 studen:/LM ratio has been workable; one IM could conceivably
mariage 35 students but beyond that number the degree and quality
‘'of individualization might suffer.

Employer Relations Speéiaiist s

There are several time-consuming aspects of the ERS role, including
employer/community site recruitment (the first year burden of site
recruitment will be greater than in subsequent years), analyzing
site learning potential in preparation for student Placements,
helping students select sites and site maintenance. The beginning
of each program year is especially hactic for an ERS because of
the need for site recruitment and development prior to the first
student placements. During the year, the workload levels off to a
continuing process of site maintenance, new placements of students
and recruiting and developing -additional-sites to meet student
needs and interests. Y .

' (CE}, employed two ERSs during initial recruitment of the employer/
community network. They were assisted by members of the planning
groue in contacting ‘more than 100 individual businesses in the
community. For the ongoing program, two ERSs maintain aépfaximatély'
100 to 120 active learning sites to serve the needs of 60 students.
(The term "learning sites" refers to the number of different
employer instructors and learning situations for the students. An
individual place of business may have more than one EI and learning
situation involved in the program, and.each student placement with
an EI is separately maintained by the ERS.)

"
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s

site recruitment or enlisting volunteer help from the Chamber of
‘Commerce and business community. Even the first year burden of
analyslng site;learning potential might be eased by enlisting
‘volunteer or pald help in :anduct;ng Learning Site Analysis

+ interviews with employers. “This could, hawgve;, diminish what
has been a plus in (CE)5" pragram/qlte relat;on5—=hav1ng the same
ERS" recruit, develap and maintain a site.

New EBCE programs m;ght consider hiring extra Feaple for the 1n1tlal\\

The number af ERSs needed by an Qngclng Prog;am will depend S
pPrimarily on how many sites ‘one ERS can maintaln "Fach ERS at
{CE), maintains 50 to 60 learning 51tesﬁan§—warks-w;tﬁ‘thé‘étudents
who choose thase sites. (CE); anticipates being able to hold the
, line at two ERSs even if the number of students should ;ncre§se to
B 100, particularly if some site recordkeeping and loglstlcs (such
" as telephone ccntacts regarding student Placements) could be glvan
to an aide or secretary. -

[

Learning Resource Specialist
. : /

The LRS serves all studer*s in the program. nge aspects of thlS

job could be handled by a high school librarian-=purchas= and

maintenance of audiovisual eguipment and materials, for example<-

but’ responsibilities for the competencies, for tutoring and for

gcquiring community resources to support student learnlng canstltuté

a full-time waxklaad in themselves and probably could not bE\

added to the workload of a regular hlgh achool stafflmemher

=

Student Coordinator

The student cooralnat@r also serves all'students 1n the Program.

At. (CE) the SC tries to see each student once a day, if only in o

passlng, and at least once a week for more extensive contact. It )
"~ . is conceivable that if the (CE)E staff were not also involved in

develagmental work, Dne SC could work with more than 60 stuéénts.

It would be dlff;cult far a regular high ‘school counselsr tg

maintain a student caseload in addition to EBCE. SsC tasks might be
split among more than one regular high school staff member

‘(guidance vice principal and counselors, for example) but th:in would
risk la51n§ the continuity that is so important in EBCE. The
integrated system of del;verlng student 1earn1ng requires--eonsistent
;ntrastaff communlcatlan.A . a

IR ; E
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- ‘ Chartg shéwzng a "typical" week for each professional staff merbe; at
_j . (CE) 5 are displayed ln Appeﬁdlx G to hélp cﬁmplete the picture of
! individual staff warklaaés.
£
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Personnel (I'tem 4)

o (:Develop standards for selecting ;n§1v1duals for
4 staff positions . . :

'CERTIFICATIQN o T

EBCE planners will have to examine their own state regulations to
determine the certification standards that must be met by théir
'prgfessinnal staff. Under Oregon school law, "teachers ‘of recéra"
in a public school program must be certified. (CE)E has lntarpretea
learning managers to be the EBCE "teachers of record" and these
staff members hold secanéary teaching certificates. . The program

"‘admlnlgtratar is a certificated secon&a;y school aﬂmln;strator i

keeping with the respans;bT* .ies of that 9051tlnn. Certification
has been cptlonal for othe: s+ iff members. It happens that all
professional staff working ﬁ;hh students at (CE)E are certified |
_tea:hers and. two are certified gu1danﬁe counselors, but these were
not state requ;rements._ T oA = ] '

i

U o Co
OTHER QUALIFICATIONS

Ba&kgrcund'and Training for Professional Staff

'Néw EBCE programs should Séek agpl;caﬁtsaw1th pr;or experience in
innovative ‘education Programs, particularly thbse- 1nva1v1ng thHe
-community. They should also seek appllgants with experiencd and
skill 1@ working with ' studénts of .varying abilities and working

with students on a one-to-one basis. Prior. egpérlence wit} .
curriculum develapment might be of assistande as Prbgrams‘réflne
EBCE to thgir own situations. . : -

=

e
Ideally, staff members will have had prevx@us experience warklng
Successfully. as team members and be familiar and comfortahle w1thA.
individualized brograms and an ;nterd;scipl;nary curr;jhlum. They

" should be familiar with diagriostic and student assessmént

procedures, camm;tted to.tailoring a program to -individual student
needs-and interests-and capahle of craatlve and continuous \
récardkeeplng Zv10us worklng experience outside the schobls may
also be' hélpful in QLV1ng staff members a basic understandlng of
the bu51ness world. .

4
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MANAGEMENT & ORGANIZATION

Qua]ities and Abilities for A1l Staff

The persanal qualities that individual staff members bring to the
program will be as important as any specific background and
training. Professional and support staff alike should understand .
and respect young peorle and be genuinely interested’in them. All
- should be congenial and able to relate effectively to others. They
should be patient, flex;ble and able to funetion effect;vely in
their various roles despitie many ;ﬂterruptlans. All staff members
: w;ll need a sense of humor and the ablllty to organize time and
materials. They must also be able to work under pressure.

b

Professional Staff Qualities and Abi1ities

: Prafess;gnal staff members shauld be skilled in ;nterpersanal
‘relat;ans. The successful EBCE team requires individuals who not
only have a demonstrated ability to work well with students and
adults but who are- camplementary to each other and willing and
able to work together as a group. They should also possess an
enthusiasm for teaching and for 1mprav1ng the ;nstrugtlnnal

© program and be committed to learnlng as a process that_can be
managed. : . ‘

" The staff should be open to the cammunlty and believe that it is-

. capable of teaching students, they must be able to delegate
respgnslbll;ty and trust the. emplayer/ccmmunlty network to certify
student learning. ‘Staff should generate a sense of competence and
be .able to sustain the confidence of students, parents, community
members and othexr school personnel. It might also help to have

staff who are already known in the community, particularly for
the positions of employer relat;ans\spezlallst and- léarnlng
resource speclal;st.
. . :
\ * The program requires a student-centered outlook. The professlanal
team should be "tuned in" to each student as a person and able to
accept and’ wsrk with a varlety of learning styles. Staff menhers
should be approachable and -accessible to students, yet capable of
ma;ntalnlng their respect; they should be firm and let students
kiow in a hélpful, supportive way. when certain béhav1ars are not
acceptable. e _ \
: . \
Staff members should have a balance between technical and human
skills; they should be skilled in the process of negotiation ‘and
able to counsel.students in both academic and personal matters.
They will need analyt;c ability and problem solving skills. EBCE
aemands much creatlve energy and staff need to be available tc\
" the Program fnr waekend retreats, évening sessions and émergency

calls. -

‘%
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‘realizing that they have limitations and cannot individually

v ’ Personnel (Item 4)

. ' o . S ] A\
Staff should be self-confident. "2y should be effective : »

i A ‘j
communicators--articulate, sensitive and interested in what the )/
other person has to say. Above all, in the midst of these ideal /{
qualifications, staff members should be honest with themselves, - /4/

fulfill all the needs of every student.

Qua?ifigatinqs for Individual Positions

y

In addition to the gaﬁaral‘quaiifi;atigns mentioned abgfe,'ths/ <

- following specifics seem appropriate for individual professignal

staff positions: - . /
' ' ' ' ' A

Program administrator--experienced in educational
administration, with a demonstrated interest in seeki
alfernatives in education, ‘an awareness 'of the A

ng
ambiguities that are often associated with new- prodrams
and proven organizational and supervisory s]v:ii_Lls.;/g

Leaminipanagg:—éable to negotiate with studén'ts;‘/, know =
how to ask questions and be creative in translatirg

student learning into spetific activities; possible
experience in using assessment techhiqués to determiﬁé'

students' learnhing styles. - ;

- Employer relations specialist--previous business
experience,.if possible, coupled with an educational . _
background or at least awareness of educational . - \
techniques; friendly, outgoing and able to meet people
easily; demonstrated ability to cacréinatéggecple and
Places, groups and individuals! ) v
Learning :é%burce specialist--familiar with, learnihg
materials and instructional media and able tc classify
and organize ‘materials, although training in library
skills is not essential; familiar with the communi ty
and its resources; creative and imaginative in seeing how
 community resources can be applied to student learning;

-inquisitive and able to meet people easily.

Student Q@Q:éinatcrﬁ—strang écunséling and psychology
background and experience, especially in behavioral
counseling, “¥hterpersonal relations and group processes;
. knowledge of and skill in using various techniques to
-assess student abilities, aptitudes and interests; skill
in organizing and speaking to groups. :

A

~J
)
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i _ ;
' A

The fnllaw1ng qualifications are recommended for individual
sﬂfpart staff positions: !

‘Program assistant--accounting and admin;stratlve/

d N N
‘Hﬂﬁlsecretar;al tra;n;ng, experience and skill: familiarity
with budgeting pracédu:es, office managemant and systems

' . for f;llng, recording and réparting.
\

Iﬂarning alae and clerical 3551stant--secretarlal and
cler;cal sk;lls and general folce axperience.

van driver--a.skilled dr;ver with :hauffeur s license;
" able to maintain authority and rESPéCE‘Bf students.

4
é - \




Personnel (Item 5)

Outline strategies ‘fc:::s;‘eéruiting -Staff

TIMELINE

Programs should establish a definite t;meline for. recrultlng and
\ h;rlng staff, 1neiuding adequate lead time for staff orientation
to the program and preferably some team development activities
prior to the arrival of students. (See the. recommended EBCE
timeline on page xiv.) The timeline will, of:course, be affected

by school distrlct Pattarﬂs for budgetlng and staffing.’

SEQUENCE ;F'DR HIRING

. The program adm;nistratar shauld be fgentlfied aé early as
- 'possible in Prcgram Planning’ and should be 1nvolvad in SElEEtlng
the ather staff members .

The employer relat;uns specialist rclé should be filled as soon '
"-as the program is approved so the ERS can begin-to identify

. emplcyér/cummunlty sites for studént 1§a:n1ng. i-i T\

\

-All other staff me%be:s should be added éafly anuugh te give them
time to fam;llarlge themselves with the EBCE curricuium and . .

learning strategies. This prabably requires no more time than
is needed for ur;entatlon to any new school program.\_

\
"'SOURCES FOR APPLICANTS

Pragrams will be saek;ng agpllcants fram regula: Echc@l s@urces=—
college placement services, teacher organlzatlang, school. systems
and the district's own teaching staff. The nature of- EBCE gives
it some unique staff recruiting resources, hawever, ;ncludlng
local Chambers .of Commerce and. the. community itself. The.followind
are some. speclfic sources that might.be. eansldereé f@r individual
PGSltLEHE : .

N
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: Learning ManaQE?'

foand;dates for the LM ‘positieon mlgﬂt be located among elgmentazy
: teaéhérs as well as secondary teachers because of the LM

generallst" orientation. Elementary teachers wlll have had some.

. . experiences that might prove beneficial to an EBCE program,

including- 1nd;v1duali31ng 1nstruct1cn, being ln contact with

'specific groups of students for conckntrated periods of time and

hav;ng had recent and §Pé§1f1c training in basic cammunicatlans
and mathematies skills. . .

Employer Relations Specialist o \.
T SR L o Ny ) . \

Previous business experience can be as important to'the ERS role

as teaching background. Recommendatiens for 'ERS applicants might

be requested from local personnel managers and members of the

_program's plann;ng/adv1sc;y group as well as through the schools.

T;Learning RESGUTCE’SPEC1§1iSt

'Pragrams m;ght flnd LRS candidates from among people who have haﬂ

experience in 1dent1fy1ng and securing educaticnal resources
through' volunteer work, sp321al PID]EEE lnvalvement or
1nd1v;duallzed programs. .

Student Cogrdinator | R

Candidaté//fa: the SC position may cane primarily fr@m high school

guidance personnel alth ough applicants must understand the unique
integrated approach to guldance that is inherent 1n thé EBCE
program. : e : _ \

, \.
ATTRACTING APPLICANTS

\ . .
\ : h [

 The p:agram design . 1tself w111 be a glqnlflcant factor in atﬁract;ng

staff; it can offer personal and p:ofesslanal challenges, 1nclu§1ng
the' opportunity to give practical appllcatlan to 1&335 about
;nélv;dﬂal;zea l arnlng and cgmmunltg 1nvolvement EECE is an

:! : : : [
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Personnel (Item 5)

\ A
= . . \
Salaries' and staff benefits can also be positive factors in
-attracting applicants. Salaries should be commensurate with the
amount of energy and time' demanded by the program, .and staff
benefits 511::!111:1 be competitive with the job markets from which
apgllcants are being sought.
— e — C‘RCJSS-RE.‘FERENCE — —_— —
Salaries are ﬂ;scussed ,m more deta;l in Item 8, page 72.
\
’ \
| 1 . :
: A
£
oy
\ \ . : \
’ i : .
\ \ \
1/
\ g | \
\
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- MANAGEMENT & ORGANIZATION

~ Putting together an effective team will require special skill‘on
the part of the program administrator, but Programs should be able
to find many applicants eager for an opportunity like EBCE and
possessing the enthusiasm and skills needed to carry it out,

Interview and select candidates for positions

C sy

) " INTERVIEWING * CANDIDATES 1
Y - . o ]
Applicants shQﬁlé be ‘helped to understand the nature of the program -
and the fact that they will be functioning as members of a team,
each with specific responsibilities but working together as a
cohesive unit. , :

Iﬁtérviewers:shéﬁlé lagﬁifaf individuals who are

1. genuinely interested in ﬁexking closely with individual

students o i

. 2. comfortable and effective in working with members of the
1 community " _ ' Lt '
o 3 ' _
-3, willing to t:ust_amélaye: instructors, tutors and
%*gggpeténcf{$3ftifiers to teach students , |
— - !

4. willing to listén to members of the community and to the ™.
" other team members . B ' ”

Using Cormittees for Interviewing

Selected representatives from the business community migh* be
involved in interviewing and recomménding candidates for ~mployer
relations specialist and program administrator because these
 positions both require persons who underistand and are sensitive to
the needs and interests of-the business community. éegr;sentgtives
frrom business and labor who are familiar with and understand the
EBCE program can make valuable observations and evaluations about
individual applicants’' abilities to interact effectively with
members of the business community. R : :
ST ‘
An interviewing committee for the ERS position could. be composed
of representatives from the program's governing and advisory _
boards and employers participating in the program. An interviewing

\:1 - ;,';,




. - Personnel (Item 6)

committee for the program administrator could be composed of
business/labor/community representatives from the program's

Planning group as well as school district adm;nlstrata:s and
school board I‘EPIESEITEEELU’ES

— = —— ERQSEL ' REFERENCE ~— o — ~

Item 4, pages 61=64, discusses pérsanal gualities, traln.lrjg and
experience that are desirable for EBCE staff members. This item
should be reviewed by those who are ;ntermew.lng agpl;eanE fc:az

EBCE posgitions.
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Personnel (Item 7)

~ Personnel "MaﬁfagemEnt |

;4j ~] Establish roles and responsibilities for personnel
- i’ri_ "management '

The’ program adminjstrator's responsibilities for personnel
management should be clearly established and be consistent with
the program's degree of autonomy. Programs operated by a school
‘district will have many personnel details managed by the district
adm;n;strat;vé office, and patterns of responsibility will have to
be_establ;shed between the program administrator and other district
‘administrators - (high school prinelgal, career educatlgn director,

-i_SuPefihteﬁdént and sc fbrth)

'(CE); Qersannel mattars have been mangged‘segargtely fram the
: s:hggl distriect, in keeplng with the autonomy of the p:agram s
=gmierning board. The" program admlnlstratar Has been responsible
for hiring and dismissal of emplaYEES, subject to approval of the -
(CE) 5 boaxd, and the program board has been. the source of appeal :
for staff 'grievances. The (CE) ; board makes personnel policy
decisions such as cost of living adjustments for staff, but the“
program contracts with anéthér agency (NWREL) for the managament
of Eersannal}beneflts- _ / o~
- y v , o ;
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— - Establish pollc;es and p;‘aceaurés regargiing salaries

8- and benéf;ts

SALARY . RANGES
/

EBCE salary ranges should be establlshed on the basis of the tasks
and requirements of specific positions, as well aé pressures and
demands of thé program. Compensation should be commensurate with
:esgans;bllltlés and requirements,
/ .

For examplé, staff members will be hlghly visible and accountable
to the community. They will have regular contact with all program

’rt1c1pants—=memberg of the emplaye;fcammun;ty network, EBCE
students, parents of students, officials of local school districts
and cther public agencies, paid and valunteer tutors from the
cammunlty and the many civic groups to whom the program will be

presented. In each of these relationships staff members will beaf

the resg@nslb;llty of inspiring confidence in the prgg;am and
hélplng to sustain cammunlty supgart. ;

In addition, the Prograni may quUlré longer working hours than

most schools, waekend retreats and Evenlng meetlrg% with employers,/

parents, civic groups and so forth. - The program should also have
extended or long-term contract provisions, if PQESlblE (see Item
9, page 75) :

-

¢
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Personnel (Item 8)

_ | . ; )

;o . DETERMINING -IthIVIDUAL SALARIE{Si
i |

. Programs should hava a fair and equitable means of agtermlning
individual salaries within established salary ranges, if possible’
providing for negotiation of starting salary. between program )
administrator and the candidate for d& position. Such negotiation
can help to clarify the expectations of both individuals--what -
the program administrator expects from the staff member aﬁﬁiwhat /
the candidate expects from the job. Nééatlat;an can also bring a
variety of factars to bear on salary decls;ans, lnclud;ng

. ,'exper;ence preparation, prev1au5 earning PﬂWér 21d competition

.. with present salary. This may be especially applicable if the
Program is seeking people with ‘businass backgrcunds for the ERS’/
Paslt;gn. . - .

/ .
(CE), qtaff members negotiate the;r salar;es individually within
: predeteruined salary rariges for each ‘position. This Prdcedure

;‘ has allnwéd the program to .compensate individuals for thei

as well as experience and years of éducat;anal servicel

(EE)E also préviﬂes for an-annual cost cf 1;ving sa ary increase
and merit pay. Merit ificreases scaled to the ratifigs-of staff
T members on yearly performance evaluations (see Itepi 13, page 87)
are awarded on the recommendation af the prngram ,dm;nlstratnr ana
A'apgrnval of the (CE) ; board. : I

‘STAFF BENEFITS

EBCE aaes not require any unique - staff benéflt and 1eave '

 provisions, with the possible exception of insurance coverage fcr
staff travel;ng in the- community on pProgram-related business.
(See page 115 for recommendations en insurance céverage )

|-

Prggrams ‘should cansiaér their- benefl*s pagkage in relation to
staff racru;tment, however. If candidates are being sought from
the business community for the emplcyer relations specialist or
Eragram administrator positions, for example, staff benefit

\ _pravlslans sho: 1 be.considered in relation to what is available

. in business and . adustry. Personnel benefits need to be camgetlt;ve

with ather job markets in order to attract peaple from zhase markets.
1 Bl

& <3
s
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. ;- e

e

N ' K‘i
(CE)Z‘S Beﬁefits Package °

Originally all (CE), staff Wéfe employees of the Northwest
Regicsnal Educational Labcratary (HWREL) and were entitled to

NWREL benefits. These: lncluéed varlaus ‘insurance Plans--health,

group life, long-term di: Ifty, dccidental death--and a retirement
fund, as well-as State Acc;dent Insurance (SAIF) and Social
Security. When the (EE:2 Board of Directors assumed full

. responsibility for program persgnnél, the board chose to continue

" the WWREL packate rather than establish one of 'its own. Similarly,

other programs governed separately from a school district but -
operated cooperatively with it should explore the possibility of =
buying into the school district's benefits plan

S
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Personnel (Item 9)
%~ A \‘
¢ | N

] Establish policies and procedures regarding contracts
. E’ and working conditions ‘

ihe‘pérgannél reguirements of EBCE must be considered carefully in
relation .. visting tedcher standards, practices and regulations
as wel ! . we., lrements of teacher organizations and negotiated
contracc ; “%. .ons for school district teachers. Programs should
also operat: under "affirmative action"” plans that apply to all
aspects of personnel policy and practice, including employment,
development, advancement znd working concitions.

* CONTRACT CONDITIONS : T
The Contract Year =~ . _ ’ -
EBECE planners should anticipate the needfor supplementary pay
and/or extended contract time for ‘program staff because of program
demands (for example, recruiting time for employer./community ,
network, student assessment procedures, staff development and the’
time and energy required for the high degree of individual
involvement with students). Summer working time (at least two
weeks following and two weeks preceding each school yeax, if
possible) will be an especially important consideraticn during
-the first ‘two years of a new program but should also be considered -
by ongoing programs. : ’ o
All EECEa;ﬁaff should be on at least ten- to eleven-month contracts
to provide program time for specific activities that need to
- occur before and after thz school year--team debriefing ‘and
planning, employer/community resource identification and recruitment
and team dévelop-~nt activities, for example. - The program
administrator s;...ld probably be on -a twellve-month continuous
. contract. Twelve-month contracts would also be desirable for the
student coordinator and employer relations specialist, whose surmmer
work could include testing and assessing étudéntsi*dévaléging
student profiles, planning student orientation, planning and
conducting staff crientation, developing employer/communi ty
Fesocurces ‘and working Qut preliminary site selections with students.

i

Programs might also c@gsiégr a twelve-month school year for EBCE or
summer use of program faciiitieg and employer network (for example,
a summer career exploration program for junior hight school. .
studelts) . Yearirgund Program éperatigg'wéuld permit staff and
students to take advantige of the.centinuous working schedule of
the husiness community. . :

I
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MANAGEMENT & ORGANIZATION

There w;ll naturally be gquestions tonﬁernlnﬁ how extendeﬂ or
longer-term contracts can be worked into existing district
*teacher contract provisiors. State depaltment of education’
jJalists in legal and accreditation services and appropriate
- negotiation officials can help work out answers to these
-ions.

Narking Hours

Working hours for an EBCE staff are the pglmary working condition
that may be affected by program design, The staff hours should be
flexible en@ugh to allow time for meeting with parents and other
members of the community for program planning and support. (CE)q s
separate governing structure allowed it te develop its own gclches
relative to staff work day., but EBCE planners develcglng a p:ag:am
within a school district will have to determine how program
requirements can fit within the district's negotiated prt::\rls;cns
for teacher welfare. -

(CE), staff spend a full working day (8:00 a.m. to 5: 00 p-m. ) at
the learning center. Students officially participate in the
program from 8:00 a.m. to 3:00 p.m. but frequently stay at
empl@yéf?cammunity sites until the end af the business day. . They
often also remain ‘at the learning center until 3:30 or 4:00,
talk;ng to staff, scheduling appa;ntm%nts and working on
assignments. ) . . ’ .

A\ A
The longér 'day presents students with an atmosphere resembling a
bus;?éss rather than a school. Staff show students that learning
is af continual process, not segmented by bells or ended by classes
thd¥ stop in mid-afternoon.

As in many innovative proc.ams, staff also spend many evenings and
weakends, ;nd;v;dually or wlth Dt ers, working on program-related
tasks. E -
e \
THE CONTRACT  FORM

%

(CE)E has adopted a lLﬁtEI of agreement form as its contractual
- document for all employees--professional and support staff alike.

- The (CE)E Letter of Agreement, written specificdlly for each
position, states the terms of e plcyment and expaﬁtatlgﬁf for
" each emplayee, including ) E .

\ ‘w1. date of empl yment/ _ . ' ,
‘2. supervision of employee , e

/ . . LT
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3. rats of ceapensation

\

.- 4. personnel bepafits Lo which employee is entitled
5. procedure for payrent of salary

6. any othér terms and éﬂnd;t;ons of Emplayment that have
been negotiated for th- speclflc position and \employee

The letter is s:gned by both employer and employee and covers a
twelve month period of time.

- CONTRACTED SERVICES
\ : 1 : -

Although volunteer tutors are recruited by (CE),, it has sometimes
been necessary to reimburse tutors for their SEIVlCES to secure
individuals with specific skills-~in reading or mathematlcs, for
example. Other EBCE grggrams may also find the need to contract

\\Hlth tutors. -

(CE), has used the form .Lllu.;trated on the following page to
ccﬁt;act for tutor services., As noted on the form, tutars are not
Ventﬁtled to the bénef;ts of regular emplayees of the prcgrﬂﬁ,

e\ , o _ L
= e — CEDSSHREFERENCE' = *
y

Appendlx G dl%plays a sample week for each professional staff
position at (CE)E. These sample weeks can give a general idea of

the time invelved 1n apératlﬁgjghe brocram. -
N ?g " =
%,
\\; «
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MANAGEMENT & ORGANIZATION

Community Experiences for Career Education, Inc., agrees to
employ . ] B . - for the purpose
: : : — — i :
of tutoring students from the (CE)2 pr

following areas:

- NN
. NS

1. It is agreed thag¢ 3. ™) 7””7 w;ll be

: per hour ‘and will be
. tked enly. Hours will be -
- inconsistent-and dckurl hours and locations of ;
_tutoring sess%ﬁ:ﬁéghauld be mutually agreed to by the
tutor, the stullemfs and a (CE)j staff member.

2. Both parties agrée that no perSonnel benefits will be
provided, including such benefits as sick leave,
vacation pay or other contributions.

3. (CE)E agrees to make all cantr;hut;cns required by law\

for such work. i \ ;

i
i

4. Payment of salary will be made on prescheduled dates]

5!  This agreement may be cancelled by 31tbér party
1mmed1ately on notice. . v e et

i

S The signee agrees that all amplayment is based on

satisfactory performancé and that no commitment as to
the number of hours to be worked is either suggested
or implied.
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Staff Dévelopment and Performance

- Deflﬁe staff lines of responsibility, supervision and:

] G in te”ac:‘tlan

Each EBCE team needs to 1dent1fy its own best working relatlanshlpg )

and style, t:z lng into account emerging patterns of interaction

among staff membars, strengths and weaknesses of individuals, the
personal management style of the program administrator and other
variables that could affect staff performance. . -

1
PR

i
L
\

INT RNAL DREANIZATIDN “

Internal Drganlzatlcnﬁl patterns shculd be clearly defined to
allow for staff flexibility and creativity and to encourage
staff interaction if all program activities.. Program operations
should be characterized by open d;scu551gn of all czganlzat;anal

problems and by staff=1nput to declslgns affegthg the prograr.
\=

5

Decision Making and Problem Solving

It will be up to the program administrator to structure staff
relationships so that problem solving and decision making can
truly be shared. There is no one "best way" to organize a

staff for decision making, and administrators w1ll undoubtedly
encounter divisions in staff feellng over the way things should
be operated. Regardless of team patterns, some. staff will— ’
probably think there is not enough team involvement in decision
making and some will think tiiere is too much. !

(CE), has used the following basic sequence for staff involvement
in day-to-day problem solving and decision making:
1. Weekly,staff meet;ngs. Regular weekly meetings have
‘ bean the formalized means for staff ko share ideas
anc observations about ongoing prdagram details,
including work scheduling and planning.

2. Task Earcesﬂ Sma-ler teams of two or three ataff

merbers FQrm as néﬁﬁed to study specific problems
and éssues A _ -

} Parsonnel (Item 10)

*
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the tatal staff fﬂr d;scusslcn and 652151§n.

4. Decisien by ccnsensus. Staff members 3nhlvzé tb;

: task force rezammendatlan, brainstorm the problem or
issue and try. to reach full agreement on the solution.
If consensus seems impossible, the ﬁr@gram administrator
makes the final Eeﬁlalﬂn.

Within this framewgzk; different staff members take +he lead in
‘solving problems related to their specific roles.

Staff Infgmatien Sharing

There are somé natural staff 1nte:act1@ns that shauld occur in all
——- EBCE programs to bring a variety of experiences an§ éxpertlse to
bea; on the p:oblems .and’ needs of 1nd1V1dual students.

The learning maﬂagér and employer relations specialist must work
closely togggher 1n facll;tatlng student learning. They both
monitor stuﬂent prajects and need a regular basis for sharing
;nformatlan régarding individual students. Similarly, the learning
mahager and 1ea:n1ng resnu::e specialist must be in close touch
regarding the IéSéurce neeas of students. Y
Eesgnn$1b111tles f@r =tudent a:countablllty and guidance are shared'
by all prnf2551§nal staff members, and the student coordinator
takes the lead in design and delivery of these program features.
To facilitate staff interaction and cooperation in these matters,

(CE)E instituted reqular all-staff meetings (scn; vrogress meetings

- . and zone debriefings) to discuss student progress and ‘zffeovive
grDWLh These SESSLGBS are led by, the student coordii:atcr,

'

=== CROSS~=REFERENCES =

Staff interactions necessary to the brogram are also discussed in

"Guldanser" Stuéent Sérv1ces, Items 2 and 7; "Site Utilization,"

Emplager/Cémmunltg lesources. Item 6; and thrﬁugbaut the Currlﬂulum
N & Instruat;an handbook. ’ : .

Ay
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T — Identify s;aff orientation and traln;ﬁg needs

(E§£aff members shaulﬁ be involved as much as passlble in identifying \
their own develapmental needs, but the program administrator should
also anticipate difficulties hoth professicnil and support personnel

§ may encounter in their daily operation of the Program The basic

 EBCE design iz common-sense oriented and relatively simple to
understand; strategied and procedures for cﬁerating the

program are more campléx however. Althaugh new staff members at
(CE); have been able to move quickly into the Program, they find
the program more complex as they work with it.

'

- PROFESSIONAL STAFF- NEEDS

Staff Unity /

Teamwork is essential to the EBCE program. This means that each

N individual team member must understand his or her own role and ‘he
roles of the cther Jteam mémbers in relation to delivery of the ' .szal
' pragrém It also means that staff members should share common

values in relation to program ccncepta ané design (shared values
cancérnlng student accégntab_llty standa,ds sueh as punctualil-y at
emplayer sltes, for example).

The pf@jram aﬂmsnistrataf should give careful attention to
p;egar;ng a staff for the realities of the team situatior. Tec-
members need the freedom to rei ain consistent to their own
particular styles of dealing with peaple aind programs. The staff
should recognize that some membexrs, méy be m@;& open and accessible
to students than others and may draw a greater "following." Team
rembers should be helped to unaerstand the reasons for the Sfudents
choices, x=cagnlze and appreciate differences 1n each othar's
teaching and personal styles and 1aarn to suppcrf each other in
relation to¢ student choices and preferences.

Understandlng Program Goals Jnd precta;1cns .

y ‘ N
‘Staff will need a tharcugh gr;entat_an to, pr@gram gaalsﬁ\lnhluufng
time tageth;: to arrive at a common understandlng ofiand samm;tmént
to thas% gaals‘ Th;s 1ncLud§s such thlngg as tctal staff

[ e

e
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MANAGEMENT & ORGANIZATION

Communicating Effectively WitthFhérs
—
) Staff must be aware of the importance of the student/staff
negotiation process and should develop the skills that allow them.
to feel comfortable with the process. o

E”EE must be prepared to interact continually with the students
and to talk in terms that are readily understood by the variety of
‘people involved in the program--students, parents, employers anc!
community members. Staff must also be prepared to interact wi‘h
each othér cantlnually to share informaticn abaut student pProolems, .

behav1a:é and progress.

m

Planning and Budgeting Time

2170 in an individualized program expect (and sften need)

#wald .t contact with staff members, and an EBCE staff must be
pri_ ared to deal effectively with this demand on: their time and
energy. Eome structure to EBCE staff/student contact time is
necessary to preserve staff sanity, but Stijf must also be

accessible for informal student contact.
Individual staff members should be prepared for specific klﬁds of
time pressure. The program administrator and ERS, for example,
will face the task of 1 majitaining adequate contaces with outside
groups while working on internal problems under short timelines.
All staff wmembers will find that the prmgram demands a Substantlal
amount of recordkeeging; they wiil have to master the art of
providing enough time to meet’ student needs and still keen up w;th

their papezwark Poas

s o .. SUPPORT STAFF NEEDS

FBCE support staff are an essential part of the program team,
éspeclally in their capacities as recordkeepers and additional
"friends" of the students. The CE) professional staff has
relied hégv1ly on its suppcrt team tﬂ monitor student Proygress on

stated program tasks and racord *he myriad detalls that g¢ into
the student recordkeeping aystem.

gras concepth

The suppart QFEff should he familiar wath C
as cedures . :

. pr
guals, ex§é§fat;an5 and basic pE'atlgnal pr
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Personnel (Item 11)

members, support as well as professional, will b: gatting questions
from others about where they are working and what they are doing,
and all should be able to explain the b351cs of the program.

L=

——— — CROSS=REFERENCE ——— —— -

A§pendlx H presents a datailed listing of the persanal/sa&zal and
program—-related developmental needs that might be anticipated for
the professional staff of an EBCE program.

| : coeood : 83
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MANAGEMENT & ORGANIZATION

_—

- Design strategies for staff orientation and ongoing

‘I 2 development .

SUGGESTIONS FOR STAFF ORIENTATIPN

Staff orientation should introduce EBCE program concepts and
systems and answer questions about how the Program operates,
including how learning is individualized, delivered and recorded.
Trhe orientation should also include some brief brogram background,
including how EBCE came about and why career education is gaining
national ipterest. All program personnel, professional and support
staff alike, should be included in briefings on program concepts,

inte¢ -relationships of staff and chain of command.

Operationali procedures should be reviewed several times as staff
begin workirg with students. fThe program administrator might even
consider devoting fifteen minutes to one-half hour each day during
the first mcnth of operation to review Frosram details with staff
and answer questions. '

The professional staff should work on team unity and cohesiveness

- activities,

at the beginning of the program year as part of its orientation

ONGOING PROFESSIONAL STAFF DEVELOPMENT

|

For ongoing devélcgméntg the program itself offers opportunities
that can. enhance staff communication and interaction skills as well
as serve program needs. Among these are éoﬂtinqal staff/stu -nt
interaction and negotiation, as well as meetings with parent -

Staff involvement in and evaluation of employer instructor
dnvelopment sessions can sharpen the staff's own pProgram
Perspectives and enhance understanding of the business community.
The annual staff/studen: retreat can also Play as important a
role in staff development as it does in student development.

i

In-addition, there may be specific inservice activities that can

© enharnce stafr skills. ithe fol.owing outiine suggests team

develcopment technijues that might Frove useful for EECE Programs.
It is only a sampie schedule to indicate the, kinds of orientation
and inservice actirvities that might meet anticipated personal 2nd

-program-related deelopmental needs of an EBCE ! professional

staff. - (See Zppendix H for a listing of those needs.) §

}

- : L

L
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SUGGESTED -DﬁIENTATIDN AND INSERVICE

: ACTIVITIES FUR EBCE PROFESSIONAL

Personal Skills and Role Development

Personnel (Item 12)

Sumewr Fall Winter Spring
tole aralysis Review, ugdata,
Workshop* clarify roles*
1 day = June _
Goal setting Review, updzte Assess achievement
2 days goals
Team huilding Team building* Team building#
{(staff/student 2-1/2 days - Jancvary 1 day - April
retseat)
2-1/2 days
Interpersonal = Followup
communications interp-rcsonal
workshop* communications -
4 days - July warkshop* -
Decizion making .
process
1 day
i Group process Group process
skillsy workshop*
1/2 day 2=1/2 to . days
Time utilization Time utilization - Aszessment of time
éarly .June {individuals ilizatio
{with program with program 1
administrator: administrator) administrator)
Conflict management®*
e L 1 e ¢ e
Instructional Skills Development
.r‘;;.

— , _ _ _ _ — _
;’? N - - I |
P inner Onily
— - L — - e e -

How to use cﬁﬁn&niﬁy How to build ) Tert interpsetacion Student )
learninyg resourdes - individual student technijues and recordreeping
i day ’ ) leamning plaus - -asgessert procedures
1.day procedures i day ;
:, 1 day I
L P N ,, _ _ R

rutiide facilitateruy

O
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MANAGEMENT & ORGANIZATION

Community Resources for Training

An EBCE scaff should make use of all available community resources
for staff training. For instance, communities may have
professional assnciations of personnel directors from business
and industry who are involved in planning job enrichment programs

" focusing on interpersonal relations and human interaction. An -

EBCE staff m1ght be included in such training programs thraugh
the program's contacts with the business community.

An EE;E program should alsoc be open to inservice training
appartgﬁltles available through intermediate education districts,
school districts and educational organizations. The program will
need some means of finding out about these resources; perhaps.

the learn1n§ rescurce SPEClallSt could 1nvest1gata qtaff ;nserv1:e

reagurcés_ The studenL caarﬂlnatar and prggram adm;nlstratar
can also help keep track of inservice opportunities through their
regular contacts with the school district and high school.

Usingvoutside Facilitators for Training

Programs should consider using outside facilitators to conduct
staff training sessions, if possible, even if the student _
coordinator or program administrator is experlénced in interpersonal
communications and other staff tralnlng téchniques- ‘It is usually -
not in the best 1ntergst of the staff to set any one team member
apart as an expert in human Interaction, the most sensitive area

in team development. Use of an outside facilitator has the
advantage of keeplng the EBCE team together both during a workshop

and afterwards, when th: staff as a ‘group can evaluate the

. effectiveness of the training session.

86

Outside facilitators need not be .a burden on a program's budget;
various agencies within the community (fam;ly counseling services .
and church related and community service agencies, for example) can
often provids experts in the field of ;nterpezsaﬁal relations at
little or no cest.

— ~——— CROSS=REFERENCE = e =
The staff/studént retreat mentioned in the preceding copy is
described in "Gu1daﬂseg" Student Services, Item 5.




Pergonnel (Item 13)

Develop rationale, criteria and techniques for evalucting

1 3 staff performance

The design of any persocnnel system for EBCE should consider the
interrelationships of recruitment and selection, supervision and
on-the-job training, evaluation'and feedback., An effective
evaluation pro.ess is necessary to determine how successful the
staff recruitmenc and selection process has been and what type of
supervision and inservice training should be used. Staif
develcpment and followup evaluation should be an ongoing,
recycling process and staff performance évaluatlcns can be an
important part of the total evaluation design.

Performance evaluations may or may not be in a:ca:d with the
procedures of school districts offering EBCE. If programs are
lnterested in developing a performance evaluat;&n system, however,

a fully representative staff committee should be\;nvglved in
éeveloging the system. Once developed, the system should be used
for all employees. ‘

The (CE), program administrator is charged by the)board with, .
responsibility for conducting staff performance reviews according
to the following procedures: , \

i. The program administrator and Staff memb;;\develog a
! description of the staff person's job; the \staff member
agrees to that description and the spec;flé work tasks
/ are transferred to the evaluatlgn form. ﬁ

ratlﬂg: +hat range fram autstandlng to unsat'sfactary
and adding spezlflc comments on performance §s 6551red.

3. The staff member evaluar»s him or herself on Lhe same
work tasks, using another copy of the form. = !

4. The administrator and staff member then meet o compare
and discuss their evaluations; differences are analyzeri,
agreement is reached if possible and fallawug ctions
are negotiated. '

5. The review form is signéd by both the administrator and
employee and forwarded through the aﬂministrat%r to
the (CE), board. The staff member can append any
objections or reactions to the final evaluatlan form,
if necessary or des;redh !

‘
|
i
|
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MANAGEMENT & ORGANIZATION

This annual review process is tied to the awarding of merit

increases (c2e Item 8, page 73). The program admi

provides the (CE); board with an an- :3l r

and performance and the program admi
a

i

rly performance review by the (CE)Q board.

g
m

Performancs Evaluanon Aeview ———

Mame of Employes _ — . Prageym/Diyision _

Furiod of Review Pasinen Tirte:

From _ Te __-. Kame of Evaluator: _ -

ST Tamk Asmigned

= Plegnes pumbsr waih fask
—_—
Recommind, diom for improvers

—_ i i — e —_—

Thy asve 1816 shauld inc e consideration of the toilowing iiems

(11 ot Kremylieiige B iR} CanprREat.~a
{3 tacnative : 1Ry Adaplat tg
s TRRES (VT IR I 7Y TH  Depantani ity
14y Duan. s ot ha W Ainiue

- Tatal ; srtormance Ruling: (Eﬁ!ékE-‘r’!;) -

{ ' OQuistanding

t )} Commendabls

{1 Sanzlactory

{ ) Nesds irprovement
; fog Usmatestactony

1 harve read this vvaluation and a conlirpnes hag Been held with me shat 185 eeatents,

Dale  ERElAyen § Sgnains —  oam
— ———r— = = — = - — .
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BUSINESS MANAGEMENT

Business management procedure= deal with such operational
matters as budgeting, financial reporting, office routines,
insurance, health and safetv provisions, facility and

transportation.

PURPOSES OF EBCE BUSINESS MANAGEMENT

1. maintain a budget that anticipates and accommodates program-
specific income and expenditures

It

establish procedures for auditing the program and submitting
financial reports to various audiences

3. provide fiscal and cffice procedures that facilitate daily
operation of the program

4. -maintain insurance for students, staff, employer/community -
participants, property and vehicles associated with the
program

5. operate a "home base" or learning center that effectively

supports student activities in the community

6. provide transportaticn necessary for full student access to
widespread employer/community resources

ASSUMPTIONS ABOUT BUSINESS MANAGEMENT

School districts adopting an EBCE program will have provisions
for many of these services in their own settlng and will make only
minor adaptations to existing procedures.

Although many procedures for managing an EBCE program are similar
to those of businesses and school districts everywhere, some

procedures are unique to EBCE--for example, insurance provisions
for employer sites. ——— e
Efficient recordkeeping and logistics are essential in 4any
program, particularly one moving students about the community for
widely varying learning experiences.

91



MANAGEMENT & ORGANIZATION
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THE PEOPLE INVOLVED

The program administrator is responsible for seeing that
management and aperatlans are consistent with program goals and
for maintaining the program’'s accountability to the governing
body, students, parents, staff and community. Decisions regarding
essential details of the program (insurance, transportation,
operation of the learning center and so forth) must of necessity
involve the program administrator. The admzn;stré!ﬁr will also

be the chief staff member involved in budget formulation, although
all program staff may be involved in budget discussions.

The administrator may involve a program assistant and/or clerical

staff in managing the program on a day- ta—day basis, depending on

the size and organizational structure of the program.

fi



Business Management

) Steps to Foliow

BUDGET ' ' page

1| Establish schedule for meeting budget deadlines 95

2 Review budget items peculiar to EBCE program 96

3 Establish budget categories 100

Finalize budget, - : approval from governirg
budy and establisn -ash flow 102

FINANCIAL REPORTS

5 Identify audiences needing financial reports 103

6 Develop procedures to meet financial reporting needs 104

7 Prepare and submit financial reports 106

FISCAL AND OFFICE PROCEDURES

x\'

‘ié] Develop and implement fiscal procedures in 107
accordance with accounting system : )

Set up appropriate files for office records 111

0 |

I -] Secure and print forms and other materials for 113

INSURANCE, HEALTH AND SAFETY

Provide adequate insurance coverage for alil
pbrogram participants

™
|

Satisfy health and safety requirements at employer/
— . community sites and learning center

FACILITY

13| Identify waje: ..., ws . learning center

14] Assess available sites and select facility 23

" M
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MANAGEMENT & ORGANIZATION

TRANSPORTATION

Assess need for student transportation

Arrange for transportation to accommodate student
needs

Obtain parent approval for any program=sponsored
transportation plan

blish procedures for coordinating the use of
available transportation options

¥
i
! £
K

-
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Business Management (Item 1)

4 ~ Budget

g Establish schedule for meeting budget deadlines

|

The EBCE program budget should be Planned and approved in
accordance with the timelines estabhlished by the program's major
funding sources. If the Program is set up to operate within the
school system, the schaal district schedule should be followed.
That will probably mean developing the budget in December for the
following school year. A program operating with funds frem other
sources may be placed on a fiscal year cycle that begins in July
or January.

hy

,i t
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MANAGEMENT & ORGANIZATION

— Review budget items teculiar to EBCE program

2

Contracts and Benefits

EBCE programs may want to :@nS;der extended contracts for some of
the staff. The program administrator should hold a twelve-month,
continuous contract and other staff members may need to have ten-
and-a-half-month contracts.

The staff at (C‘E)2 work the year round, with the exception of the
van driver, who works days that students are involved in program
activities. Although (CE)> students remain on a regular nine-month
school year, the staff spends its time profitably during the
summer by identifying community resources, expanding employer
support and conferring about ways to improve the program. They
also do some Preliminary assessment and orientation work with
incoming students to save time at the beginning of the school
vear. The added burdens of developing a new program and
participating in demonstration and tralnlng have also contributed
to the need for year-round work.

Other special personnel costs to be determined by each program
will wary a:cﬂrd;ng to available funds, negotiations and policies
set by the program's gavernlng board. These usually include
provisions for. m@rlt or cost-of-living salary increases,
possibilities foq rial . .service training and so forth.

Agreements for Special Staff

If the program offers .students Program—spornisored transportation
similar to that offered by (CE)7, a van driver wiil have to be
hired for the school year. The (CE), driver is paid by the hour,
and the hours w-rke:' vary from a minimum of two per day to a
maximum of eight. The -program provides no sick leave coverage or
persnnnel benefits to this employee, with the exception of

cov taje under the State Accident Insurance Fund (SAIF). (See

Item 11, page 115, for additional discussion of insurance coverage.)

A full-time driver might be necessary for programs located in
suburban or rural areas. TIf the Program is set up in a
metropolitan area, public transit may be more cost Effe:tlve.
(S5ee Item 16 page 136 for additional details about

1 96
ERIC
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Business Management (Item 2)

Tutors (both volunteer and paid) are utilized in the EBCE program
to help students in Basic Skills ureas such as mathematies and
reading or to provide instruction in a projsct activity in a Life
Skills area. (CE); often pays the tutors who are helping in
Basic Skills.

Transportation

In addition to the cost of hiring a van driver, other costs would
be added to the program if bProgram-sponsored transportation is-
planned. (CE), leases a van on contract from a local automobile
dealership and also insures the van and driver. Students driving
to emplover sites are reimbursed for their dasoline (ssze Item 18,
page 134, for reimbursement rates), and students using public
transit are provided with student passes and bus tickets.

Facility

The choice of facility for the learning center will naturally
affect program costs, and such factors as rent, utilities and
custodial serviee should be considered in weighing the various
choices for program locatien. (See Item 14, page 124, for a full
discussion of the options for location of a learning center.)

(CE), rents its program spac. .n a business office complex in the
2

community but _.2 rent includes paymert for utilities and

jaritorial services.

Special Student Costs /

The individualized nature of the EBCE program results in some
miscellaneous student-related expenses, such as tuition for
students who ask to take classes at the loeal communi ty college-
These costs may either be borne by lnd;v1dual students or absorbed
by the program.

Another student-related expense may be incurred if students are
sent to employer sites that require special gear or clothing,
especially for health and safety reasons. The pr‘gram may have
to authorize the purchase of hard hats, uniforms and so forth.

Programs might also need to provide food s service for students, '
alth-ugh "his has not been a ‘budgeted item for (CE) 5 as students h
provide their own lunches and have program approval to eat in the v

cammun;ty and at employver sites.

97
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Printing and Duplicating

EBCE uses a variety of program-specific forms and materials to
deliver its individualized learning program and record student
progress. (See Item 10, page 114, for a list of basic items that
need to be reproduced.) The cost of printing and/or duplicating
these ltems must be flgured into the budget.

Data Processing

Data processing may be another budget item to consider. 1In Oregon,
the computerized Career Information System is a helpful r=ssurce
for (CE)2 students. The program also uses its computer *ev:inal
for Basic 8kills driils and exercises, giving studants esfperience
in using a computer in their educational program. The cests of
computer time, leasing the terminal and providing paper and
materials have to be considered in budget plannina.

Srecial Management Costs

Oregon's State Department of Education rccommendzd an ;ﬂdagendent
audit in its guidelines for experimental and pilot proyrams. It
is wise to include an annual audit in planning--especially for a
separately governed program—-because 1t provides protection for
the program's administrator ind governing board. The audit is
also useful in preparing a variety of necessary financial reports.

Programs operated separately from a school system might censider
obtaining the support of a larger educational agency to act as
fiscal agent. In such a case, a fiscal management fee would be
negotiated and charged to the program.

If the program is part of tha regular school dlstrlct operation,
existing district 1nsurance may be adequate to cover program
operations. If the coverage is not considered adequate, the cost
of revisions or additions to the present district poliev should
be included as a budget item for the EBCE program. (See Item 11,
page 115, for a description of EBCE insurance needs.)

Meetings and Other Special Expenses

Several regular meetings and activities incur .expenses throughout

the year. These include dévelapment sessions held regularly for
employer instructors, student recruitment activities (for example,
Parent open house), seminars held periodically at the learning
center for students and employers and any other reqular meetings,
such as a monthly meeting of the gcverning board. .

,if'EE
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Bus;ﬁéss Managemnent (Item 2)

' Provisions should alsoc be made for g'imbufSEﬁent for travel and
meals to support the community= and: employer-based activities of
“~ 1.5 Supk
) ) some staff members. t is more cost-effective and productive to

move certain staff members around in the community to attend
meeﬁ;ﬂga and visit employers at the convenience of the employers’
schedules than te ask busy amplajéfs and community resource people
to meet at the program's learning center. A< (CE)j the program
administrator is reimbursed for expenses incurred in the process
meeting with community members and employers. The employer .

of
relations SEEClall%tS are also relmbursed fo exPEﬁses incurred
r

tivi thS, and staff membe:? Lrave;;ng lgcally on Pfggram—rélated

iness are compensated.
The pament of sti ends may alsc be a consideration for EBCE
programs. The (CE)E program, being governed by its own board of
directors, provides board members with a small stipend (825) to
attend meetings throughout the year. The program also offers

- stipends to employers attending the employer instructor develapmrnt
sessions scheduled periodically during the year, and to resource
people from the communitv who agree to participate in employer
seminrars for the students. These Practices, however, are urder
review and may be discontinued.

) f
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MANAGEMENT & ORGANIZATION

— Establish budget categories

3

Each EBCE program will set up its budget in accord with its
specific fiscal management/accounting system, and line item
categories will be determined by that system. However, as
illustrated by the following chart, EBCE budget plans shDuLd
provide for some special items. The chart lists

1. standard budget items (for example, salaries)

2. provisions that should be made part of EBCE budgets
because of their relevance to specific program
activities (for example, insurance premiums)

3. optional provisions that result from particular

managzment decisions (for éxample. program-sponsored
tran:gartatlcn) K

o 100 o
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Buysiness Management (Item 3)
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MANAGEMENT & ORGANIZATION

*

rlffit- Elnailza budgét, gain approval from governing body and
4 : establlsh cash flow : . .

£

Central to the hudgeting process is the need to, reconcile
projections, staff recommendations and desired line item
‘provisions with actual funds -available. A tight budget may
necessitate staff conferences to discuss individual budget items
) -and program needs, with various staff membézs contributing cost
! inférmatién about portions of the program that affect their work.
The p:aéram administrator will coordinate staff suggestions and
o camplle final budggt f;gu:es-

When thé buﬂget is finalized, lt will be Presented to .the

'program’'s gcvernlng baarﬂ for apprﬂval, After the budget is

approved and funds _allocated to the program, a cash flow must be
- . established to enable the program to begin to draw on funds for

vexpgnses.




/o

Business Management (ftem 5)

4 LN Financial Reports

T,

Identify audiences needing financial reports

e L

The major audiences for EBCE financial reports include the

program's governing body and funding sources. Tax reporting for
EBCE cperated by a school ﬂlstrlct will be the same as for any

other school program, but-a program coperated as a private, nonprofit
corporatior like (CE)E ‘would have to report its financial matters
directly to federal, 'state and local taxing agencies.

7

[
GQVéfﬂiﬁg'Bodyﬁ

;f
" The pr@gram 8 governing body, whether a s:hocl board or  a: corporate
‘board of d;;ectcrs, must have ;ﬂmplete financial records available
and explained to members at regular intervals. A private, nanpraf;t
corporation is legally required to maintain complete flnanClal '

' . - fEEﬂIﬂS and keep them open to its board of directors. .

?undingASDurces=

The sources that pf@v;§2 the program's funding base should
receive .a financlal report describing how their money is spent.
.If a school dlstrlct delivers a per—pup;l ‘amount to the program,
the district should receive a report on’ 1ts.mcney, even though .
other agencies may be fund;ng portions of tﬂe budget. If taxpayerg
- are supporting the program as part of regular district operations,
EBCE information should be 1nc1uded in any district financial
A feport;nq to the public.

O
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MANAGEMENT & ORGANIZATION

— Develop procedures to meet financial reporting needs

Governing Body - -

v,
(CE), prepares monthly financial statements for its board, as
well as a yearly report summarlzlng the' information collected by
its independent auditor. /Aﬂ arrangement was made between the
program and its fi;éal agent to prepare statements: of operational
expenditures that the program assistant sends to board members
prior to each monthly meeting (see sample on facing page) .

The financial statement indicates budget items in relation to

(a) expenditures in each category as of the date of the statement,

(b) expenditures allowed in the original budget and (c) the
,fremgln;ng buﬂget balanece.

Funding;Soufées*’”;i

I1£f the pragram :elles on several funding sources, an annual
report showing total revenue and expenditures is advisable. Such’
reports should reflect indome and expenditures of funds fram each
contributor. Statisties can be supplled by tha prcgram s fiscal
agent or business afflce :

Taxing Agencies

As noted earlier, EBCE requires no special tax reporting

considerations if set up as part of a school district. .On the other -

hand,' if the program operates outside the regular schaol system as
a nonprofit corporation like (CE)2, application for nanprof;t status

and tax exemption can be made from the: Internal Revenue SEerce (IRS)
\by filling out Forms 1023 and 872-C, required in the IRS Application

for Recognition df Exemption. Application’for exempt status should
be made as early as poss;ble. The program ddministrator should
make a personal visit to the local IRS office to clarify the
pur;asas and organization of the program and avoid any _
misunderstandings that might slow down the approval process, which |
will take several months. S :

The employees of the program (individual staff members) will have
to pay income taxes regardless of tax-exempt status; and the IRS
. requires that several sample forms be filled out by the employer.
Circular E for noriprofit carpgrat;ans, available from the 1GcaL
IRS office, cantalns tables for Eamputlng the amount to be
withheld from each employese. : :

104



Business Management (Item 6)

' ' Taxséxemgt organizations with gross receipts of over $5,000 will
file IRS Form- 990 by April 15 Df each year. -

States like Oregon, with thElr own income tax requ;rements, will
require a separate state income tax form. 1In Oregon,
arganlgatlgns gaining tax-exempt status on the federal level can
submit an Annual.Report for Charitable Organizations. With this
report, the State of Oregon requires Federal Form 990 and -
attachments, am audit’ report from an independent auditing firm
and a filing fee of 35100,

A

F
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MANAGEMENT & QRGANIZA@I@N

Prepare and submit financial reports

I

The primary staff member invelved in preparing and presenting
financial reports is the program administrator. The program's
business officer (for example, from a school district business
office) or fiscal agent provides necessary financial information.
Information compiled by independent auditors hlrad by the program
may. alse be used.

i
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Business Management (Item 8)

Fiscal and Office Procedures

T Develop and lmplement fiscal prccgdures in accordance
8 with accounting system

FISCAL AGENT'S ROLE

1 3

EBCE programs Eperated within sshool systems will have fiscal

. sarvices performed for them by the school district's business

cff;ae, Frograms operated separat:zly from a school district,
hgwéger | may either have to manages fiscal matters 1ﬁternally or
may gontra:t with a larger agency--the school district itself or

a third party--to serve as fiscal agent and handle the majority of
the program's financial bu *iness.

\

(CE}ghi Experiences

After its. establishment, the (CE), corporation contracted with the
Hotthweet Reglaxal Educational Laéafatary (NWREL) to provide

:xal managemewt serv;ceﬂ, althgugh the program had its own budget,
ing account and purchase order system. (CE) o

e pafrali checks, although NWREL contiriues to
VIORE, 1ﬁgluﬁ1ng tax reporting and cangutat;cn

Ejg i

EFN ﬁ},_a;‘{

Lrt, ot
3 dssues its

PAYROLL PROCEDURES - =

{CE}; established its payrall prccedures to be cam@atlble w;th
w.z2 of its fiscal agent, the Northwest' Laboratory.' Staff on

“regular' yearly salary are paid on .the last working day of ‘each

month. Hourly, part—t;me, tutors and other temp@rary help are
paid manthly, based on the nunber’ Df haurs worked zs ;ndlcaﬁed‘

on ‘their time sheets.
{

Time sheets are callefted tw1ée mgnthly, signed by the program -
administrator and.forwarded to the f;scai agent. Tutor time -

.sheets are collected and summarized by the learning resource

speclallst, and time sheets for- the van driver and suppart staff

.« are :Gllected and summarlzed by the pragram ass;staﬁt.
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MANAGEMENT & ORGANIZATION

BANK  ACCOUNTS

Monies for the operation Df (CE)E ara.dlstr$buted 1nt§ two
Separate bank- accounts:

l. an operations account carrying a balance aﬁequate
to cover prajected expenditures for a stated period
of time

: \

2. a personnel account carrying a balance of Sl 000

after salaries are paid

t is used for expenses and purchases related

to supplies, educational and operational materials, reimbursement
for staff travel and personal auto operation expenses, o
reimbursement for staff out=of-pocket expenses, reimbursement fgr
student travel expenses and all other program support purchases v
for amounts over $10 (the limit set for the progra='s petty 'cash ‘\

acccunt) ! . A i_
. ;

The operations accoh

‘The. program administrator is _permitted by the (CE)Q bcard to make \"
monthly expenditures up to 52,500, with items in excess of $2,500 \\

subject to the approval of the board's executive committee.

The personnel account is used only for mget;ng the prcgram s
payroll.

/

f

The (CE) ' program §5515tant administers a petty cash account at
the 1ea:n1ng center. Petty cash purchases are not to exceed 510. .
All petty cash requests are given to the program a§?;stant. If
students are requesting petty cash, a staff signature must
accompany the request. Staff or students requesting petty cash
sign a voucher for the amount received. A receipt, invoice or
other backup evidence must be submitted for gach petty cash
purchase. Any difference between a petty cash aidvance and the
amount of the actual purchase is resalvea an the basis af such
rec31ptsi o -

"« / PETTY CASH ACCOUNT

"
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Business Management (Item 8)

' . o . INVENTORY. AND PURCHASING PROCEDURES

The fallaw;ng prccedures were set up by (EE)E tc handle purchases
by program staff: -

1. Major purchases are made by quotation (two or three
estimates or quotations are obtained for any item not-
specified by name in the program budget and for any
expenditures of more than $2,500). General Services
Administration (federal purchasing agency) Pricing
is used whenever possible for Eurchases over $100.

2. Purchase orders are typed by the p:@gfam assistant
and signed by the program administrator. The -
original is sent to tlie company and the prcgzam's
copies are filed. When the invoice comés in from
the company, it is checked for acecuracy, payment is
made by . chéck and the,transact;an is recorded.

3. General office supplies are purchased from local
business firms ~r nther- selected venda;s on
purchase arde; forms. .

The program's 1nventqu is c@ntralled by the program 3551stant and
' the learning aide. Students and staff obtain supplies by
' requesting them from these two staff members. -

REIMBURSEMENTS

The (CE)E program administrator and employer relations. spec1allsts
. are reimbursed for expenses incurred with-members of the: community, -
asgec;ally employers (for example, lunches, 1nvclv;ng program-
related business) and expenses incurred by uslng personal .
automobiles to travel in the community on program-related business.
All staff réce;ve travel reimbursement for personal car® travel on
Erogram—related bus;nessi ‘ : ’ - : '

"Expanses under $10 are covered by the Eetty cash account, and
expenses over $10 are reimbursed from the operations account. The
fgllawlng pracgdures are used tg make a claim far reimbursement of

‘eXpenses:

1. Rélmbursement farms are turned in. to tha grogram )

a.;s;stant _ : C
2: The Program a551stant cbtalns the program /‘
xadml nistr t r's slgnature for .amounts over $25, |

lo9

by,
e
. o




MANAGEMENT & ORGANIZATION : b

3. Expenses are reimbursed either by check from the
operations account or from petty cash.

) 4. One copy of the claim is filed and one copy is

returned. to the staff member requesting

reimburseﬁent;' : : o
(CE)2 also reimburses Students ror thél; travel to employer s;tes
and to other appointments in the community. Bus tickets on the
public transit system are provided, as well as gas reimbursement
for students using their .own cars for car pools (see Item 18,

. page 134, for details). :
/
% . 4 i
i
&+
4
: ¢ ] f o .
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Business Mﬁﬂagement (Ttem 2)

/

' - - Set up appra'gr;ate files for office records

The (CE)2 Ercgram set up.the following adm;nlst:at;ve files for
office records.

Employer/Community Site Files

: Administrative records include originals of the following
! documents, with copies going to the :umulatlve records of the
emplcyag relatlans spec;allst.

1. a letter af Intent and Indemnity Covenant for each
participating employer/community site

2. wvouchers or attendance carés for payment of employer
development session stipends

Personnel Files
i | A‘fiie is maintained for each staff member, containing
"li Letter of Agreemaﬁt (agu;valent of progfam contract)
2. copy of job apgil;atlan and teachlng Eertlflcate .1;
3§’:TB X-ray card x
4. performance reviewéﬁw:”>f"':"'-~v‘ ' “2=w‘ﬁ”'“;:l=.
Sg‘-lettgrs of recommendation a;dfnr égmménaatign ’ "
Prﬁgram Activity_? les |
A file i;_main;aineﬁ fgr=aaéh Qragraﬁ event; céntaining‘j
h _lgA=glanning nétes S .o o -
2. final égenaas - , | 7 . i
35‘ partlc;pant evaluat;gns of the event (Qn_stanﬂérdizea | /
) : . " forms) _ ‘ . - co= /
4. staff evaluations of the event
. . 114 3 L 111
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5. pert;nent Yecords such as the number of participants,
’ costs incurred, quantlty of materlals needed and so forth

Thése files help provide t;mEEsavlng shartcuts and cnnsi’iéncy'in

Prcgram Planning. '

Board Qf.Directors File

This file contains ‘board bylaws, agendas and minutes of all
_maet;ngsg attendance records, vouchers for payment of stipends and
various support information regarding board members and mee%gggs.
Businéss Files
The ﬁﬁsinéss records for (CE), include .
1. leases and agreements
2. Ghecg raqué%ﬁé'
3. expéﬁse reimbﬁisément forms -
4. 9etty éasﬁ requests and vouchers
5. purch se orders
6. invoices
7. copies of s:aff time sheets _—
- _ All records having to do with disbursements of Ffun nds, bank
n

accounts, tax reccras and so forth are stored in a fire file for
protection. : ’ L

— CROSS~REFERENCES e

.~ , The stordge of student . récards, 1nciud1a student édmlﬁlstratl?E
files, is described in Item 4 of "Student Records,” Student
‘Services.. .. ... . - ' )
Procedures for sstablisﬁinL emglager cumulatlve records are
described on pages 47- ~=49 in "Site Recruitment,” Em vloyer/
Cammuﬂlty REsgurcEs. - .

=
#

e o )
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Business Management (Item 10)

' . Secure and print forms ‘and other materiald for program

10 operation- L , N

Prcgrams should give as much advancé planning to forms .and ,
‘materials preparation as possible, allowing adequate lead time

' for the actual design and printing or duplicating processes.
Forms and materials should be prepared in quantities sufficient .
for a program year. They should be on hand prior to fall program
startup, with adequate time for staff to gat up their files.

A summary of forms and materials prepared far (CE) .15 provided
on the following page. Forms used for routine office tasks (for
example, Purchase orders and expense reimbursement forms) have
generally followed the format of standard business forms avallable
in office supply stores. Pngraﬂ*EPEElflc forms and materials

are displayed. thraughaut the EBCE handbooks, as referenced below.

m\ N

- — ——— CROSS-REFERENCES — —_—

. Staff-related forms are displayed in "Personnel,” page 78 (Tutor
] _ " Service Agreement) and page 88 (Staff Performance Review). »
' Business-related forms are displayed on page 105 (monthly
findncial statement) and 13?—135 (transggrtat;SH),

All student-related forms recommended for an EECE program aré
displayed and described in "Student Records,"” Student Services,
Items 9=14. The Student Héndbﬁ@k is reprinted in Appendix A.

Materials used by students are discussed in Currlsulum L& .
Instruction. See- "Projects," pages 220-232; "Student Jaurnals "
pages 427- -452; "Competencies," pages 349=407; "Career Explaratlan;"
pages 137-186. P:gdeszgned prajécts are illustrated in Appendlx A,

Emplager/fﬂmmuﬂlty Resources refers /to the preparatlan éf matérlals
for employer/community site recruitment on page 45 and for
employer instructor development sessions on page 98. Forms needed .
for site utilization are described on pages 125-132,

O
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Site-Related Forms and ERS Recgrds

Letter of Intent

Indemnity Covenant

-Learning Site Analysis Form

Employer Card

‘Student-Related Forms

Student Applieation

Student Profile 7

Léarning Stvle Self-Assessment

Onsite Basic 5kills Assessment (optional)
Basic Skills Prescription Pad(a tional)
Sign In/Out Sheets

Student Status Board cards

_Student Experience Record

Weekly Time Report
Accountability Write=Up
Learning Site Utilization

SUMMARY OF (CE)2 FORMS AND MATERIALS

Student Information Card

StudEnEfEmglayer Instructor
Contract

Maintenance Visit Record

Employer Instructor Report

Student Evaluation of
""Learning Site

Student Performance Review
Project Evaluation

Life Skills Project Record .
Competencies Record

5kill Development: Record

Zone Debriefing =

Record of Student_Pégfa:ﬁan:e
(a portfolio of several forms)

Administrative and DPE?ati@ﬁs;Reiated Forms

. Student Transportation Agreement

Student Transportation Optiens

Transpdrtation Request

Student Transportation Route

Transportation Rzimbg:sement
Request

staff Letter of Agreement

Staff Performance Review

Tutor Service Agreement -

Hateriaﬁs L

Employer Infarmat;an Packet \
Employer Checklist’ for Explardtlans
Student Identifi¢ation Card
Various guidelines for partlcipants

Pragram ﬂéchlptLVE matEflals

i

Eudget forms

Monthly finanecial 5tatement5

FPurchase orders, vau;hersf
receipts

. Staff time sheets

Standard;zed forms for
ggrtlcipant evaluations
of Program and events e

oy

Student Handbook
CampetEﬁciesxyérkbcak ‘
Student Journal Guide

‘Predesigned projects-

Project forms .
Exploration Package

(For information on individual items, see the. preceding cross-references
and also the Index beginning on page 283, which lists i'tems under
Bug iness Forms, Instfuctzénal Materials, Slté Fagméland Student Fgrms )*

-
Wy, "
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\ if Business Management (Item 11)
\ 3 : \
A kY .

.

%

> Insurance, Health and Safety

Provide adequate insurance coverage for all program

] ] participants

'BASIC INSURANCE REQUIREMENTS

-~ EBCE programs need the following basic kinds of coverage:

1. ‘general 1lah;llty to cover participating emglayers
and students on learning sites, protecting
employers from all risks, liabilities, claims or
demands for personal injury Qr'Pr@perty ‘damage

. ) 2. aec;ﬂent 1nsu:ance to cover m;n@r 1n3ur1&s tc
! students and staff in or around the learning

R ’ center
’ T ' 3.. traﬂspaztatl@n insurance to cover students and
’ ' staff Eﬂrcute to pfagram;relateﬁ activities

- 4. personal ln;ugg pratectlgn far students at
’ 1earn1ng s;tes

'Schcbl a;stricts already aﬂaptlng EBCE programs are generally using
their existing district. llah;;lty policies to provide coverage for
participating emPLGyEfs and students at learning sites. The
employers are signing Letters of Intent to parﬁ;:;gaﬁe and
Indemnity. Covenants are being enacted on their behalf. (See the
(CE) Examgles of #these documents on pages 118 and 119.)

o : Dlstrlcts are requesting parental proof of accident insurance
' i”caverage for EBCE ;students or asking that parents buy into the
district accident insurance plan covering students in school-
related activities. Ex;sthg district transportation insurance
is used to cover students and staff enroute to program-related’
_activities. '
.. .Personal injury protection for students at learning sites is
... provided by the student § own coverage (verified by parents), the
district's coverage for students participating in school activities
or through a statewide plan--Oregon's State Accident Insurance Fund
(SAIF), for examgle, protecting students 1n school- -related work
51tuatlens. : :

O
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(CE), INSURANCE COVERAGE

“ , . ,
(CE) 5 developed an insurance plan with a private carrier. fThis

policy was written at a special rate, and the first pProgram year
was used as the basis for building an appropriate rate schedule
for an EBCE program. The (CE), plan has the following general
features.

=mplo oyers

\I'T'I\

-9 slzable general liability policy covers g@ss;ble negligent
behavior on the part of students participating in program aﬁt1v1kles

‘at learning sites and protects employers from all risks, liabilities,

claims or demands for personal injury or property damage incurred
while their site participates in the Program.

When emplm&eré sign Letters of Intent to host students at their
Places of business, Indemnity Covenants providing automatic

liability coverage are enacted on their behalf (see documents

displayed on the following pages). These make the (CE) 5 corporation

. liable far any accidents or injuries to grployees caused by students.

(CE), sends its insurance company a quarterly list of employers
acélye in the program.

13

Students and Staff

A health and accident policy on each student and staff member covers
minor injuries that might take place in or around the Pregran's
learn;nq center. Students and staff are - also covered by the
program's transpartatlcn insurance while enroute to any program-
related. act;v;tyi

In- addltlcn, SLate Acc;d&nt Insurance Fuﬂd (SAIF) caverage far all

ghlch malntalns SAIF egvezage for the h;gh Schocl ' cccperatlve
work experience program. Emplcyers do not have %o provide

. industrial accident insurance for (CE)2 students because SAIF

provides personal lnju;y prctectlon for the students at learning
51tes. .

(CE)E students are eligible for SAIF caverage because they are

--legally enrolled in the district. The’ (CE)E students are added
~.-to' the high school's reporting roster, and (€E), reimburses the

dlstr;ét for cost of this coverage. (This arrangement is written

"ﬂlntﬂ the working agreement developed between the district and \Cg)?g

reprlnted in Agpendlx D.)

123
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“Program and Property ' N

The (CE); insurance plan also includes two features unique to it
as a private, nonprofit corporation.

1.

A éezsanal’iﬁjuiﬁ liability end@?sement was purchased
by the p gram Ercm 1ts Pr;vate 1nsuranc cagr;er to

of thé bcard Qf d;rectmrs agalnst suit in any cases
of alleged injury, false arrest, malicious

. Prosecution, detention or ;mpr;sanment, libel,

slander, defamation of character, invasion of
privacy, wrongful eviction or wrongful antry.

:In‘additlgn to the health and aceident policy that

covers both staff and students for minor injuries

at or around the learning center, a conprehensive
property insurance packaqe was retained through
(CE)E S insurance company. This property

insurance include: comprehensive 1;ab111ty (protects
the corporatien, participating employers and their
property) and fire (protects furniture and

equipment) .
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LETTER OF INTENT
TO (Program and Administrator) _ _ . . _
FROM . Company : _ _ _ _ _ . i}
Address: _ o ____ Zip: ___ _
Phone: . . _ -

RE <~ Participation in Community Experiences for Career Education (CE) 5

Our firm will provide learning experiences for 2 maximum of _ students,
ages 16-18. We will have the opportunity to interview the students prior
to beginning their learning perisd. We reserve the right to cancel our
participation in this program at any time. The time the student will be
with our firm will be by mutual agreement between both parties, but will:
not exceed five days per week or seven hours in any one. day without a
written waiver from the student's counselor.

We understand that students will comply with our rules as specified, will

- report promptly for work assignments, or will call our employer instruector

if unforeseen circumstances interfere.

Our employer instructor for this program will be

o Position - ~  Phone ~ Ext.
Time Arrangement _ _
Level of Student Involvement

Exploration Level

. X . . —_— Signed
Learning Level vigned

Skill Building Lew." _ — —

Special Placement

Other _ I ] — i} I
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Business

INDEMNITY COVENANT

(Company name) L
t:ansén:;.nq to participate

In E@nsideratian ut i )
. her lnngEl‘ EE;‘E‘Eﬂ "Cooperator,

MMUNLITY EXPERIENCES FOR CAREER EDUCATION {(CElz, INC.,

in the p;lmt undertaking of C

an Oregon corporation, he:g;nafh r cermed (CE) s, whereby high ;.r:hngl level trainees

ln the \Jﬂ:k expariencelyp ¥ill be assigned to Cooperator's Aactivity, (CE) ; does
yenant and agree to save, hold harmless and 1ndenu‘ufy Cooperator for and

E:um aﬁy amauh&. that Cooperator shall be obliged te pay pursdant to dacree or

judgment of any g by reason of Cooperator's

ourt of competant jurisdiction,
such work experie e Program, including, but not limited te

{a)

ta injury

{b) Damages due
the program

ainst or opposing

and maintain and

That h‘if)2 shall and does bir

pay the premium for personal injury anrj

company regularly doing business in the

than § each person, 5

damage, with respect to any and all risks
and shall cause to hawf:

Paragraph {1} herect,
thereunder and (CE); shall promptly furnish to Cooperator a o

insurer conforming herstao.
in the work experience pilat

(CE); represents that all trainee participants

program are enrolled as students of School Dis No. 233, Washington and

Clackamas Counties (Tigard), Oregon, and that coverage will be provided through the
ction 656.033 Qregon

= purview of

the Cnnpeta&ar named as co=-insured
tificate of such

ect

State Accident Insurance Fund pursuant to the revizions of Se

Revised Statutes.

THis indemnity covenant is executed this day of _ . 19
of Directors by its duly au\:‘nﬁnzgd und rsigned

&

pursuant to reselution of its Board

officers. .
COMMUNITY EXPERIENCES FOR CAREER EDUCATION (CE);. IHC.
- i
By: _ Chai rman
By: I _ _____ Secretary
STATE OoF OREGON)
158, |

County af Washingeon)
1!

On this day of » 19 ., personally appeared -
and .
wha be;ng duly swarn, a;d zay Qxat they are the t:ha;:man and Secretary fespe:tlvely
the within named °

nf COMMUNITY SXFERIENCES FOR CAREER EDUCATION (E‘E)ZE INC.,
ion, and that said instrument was executad in behalf of said corporation by
owledged said

*tors, and each of said officers aeckn

vorporat
authority of its Board of Di
instrument to be the valuntary act and deed of said corporation

Before me:

N:;Eafy Public for Greqan
My Commission expires:




MANAGEMENT & QRGANIZATION
|

Satisfy health and safety requiréméﬂts at employer/

]2\ community sites and learning center
- E‘

Learning center facilities should be carefully designe
all state, county and city health requirements and ‘fi

o meet
odes.

o+

d
ire

iy
oy

In the career environment, students must follow the same health
and safety rules that govern employees at the site they are
visiting. To insure student safety on job sites, (CE), decided to
purchase any special safety or health gear reguired for student

- performance at an employer site. Such gear might include goggles,
welding outfits, hard hats or safety shoes.

ERIC
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Y Facility

. Identify major EUiPGSéE cf:learning center

The EBCE learning center serves primarily as a "home base" for
supporting student activities in the community. The center also
provides services to the employers and other community individuals
who work with students. -

Center for Negotiating Learning Plans

EBCE staff and students need.a central place .where they can
negotiate learning plans and work together to managezthe'lea:ning
process. The space should provide a pleasant, relaxed atmosphere
that is conducive to independent study. It should also provide
private offices or cubicles for professional staff members.

Clearinghouse for Instructional Materials

A learning center ‘should provide ready access to the resources
(people and materials) necessary to support student learning and

should serve as a clearinghouse for student career environment
activities. Students need information in addition to what they
get from their involvement with the world of work, and
instructional materials should be provided at the center as
supplementary data to fulfill needs for skills or knowledge that
are not met in any other way. The learning center should provide
only those resources that are either unavailable or insufficiently
present in the community, however. Students should learn in a
real world setting as much as possible, and the center should give
them the information they need to find resources in the community.

A Gathering Place

Employers, paréﬁés; school district personnel, students and other
members of the community may come together at the center to sSolve
mutual EBCE problems, plan activities, tutor students, exchange

infarmatian-and.éénera;ly keep. in touch with each other.
Employers and community people can benefit from being able to
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meet at the "hub" of program activities; they become even more
pe;gcnally involved in the life of the gragfam than their site
part 1E1pat13n allows.

A Management Center

The board of directors or advisory board will use the learning
center as a place for its meetings; location of the program

~administrator's office at the learning center will help keep

administration "close to the action.”

A Communications Center S _

The learning center can serve as the central location for posting
and announcing current and relevant local career and community
events and activities for the benefit of program students, staff
and others.

A Demonstration/Training Center
The learning center could also serve as a central training EEDtEI

to inform the school district and others about the EBCE program
and to train interested staff in EBCE concepts.

"“"-..L
g
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— Assess available sites and select facility

14

SPACE AND DESIGN CONSIDERATIONS

When considering various options for location of the learning -
center, consider the following space recommendations, based on
(CE)'s experience:

Indispensable
These areas are necessary for any EBCE program:

. work/study area for students

conference/meeting space

professional staff offices

support staff offices or work areas

student lockers or cubicles

storage space

. learning support center to house program materials and
media :

N R B G B

Important
The following areas d -pfogram operations:

‘quiet area

sign in and out area

reception area :

bulletin boards, including -space for Student Status Board

Wl

Supplementary

The following areas are useful, if they can reascnably be included:

1Qunge/eat1ng area (an informal gathe:;ng place)
teletype/computer room -

film viewing area )

large group space in addition to conference area

Wb
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MANAGEMENT & ORGANIZATION

HOUSING THE CENTER ON CAMPUS

EBCE programs' can be housed on a high school campus, but an attempt
should be made to provide a "home base" for participating students
separate from the regular high school classes. Since student
learning activities are mcstly diversified among ccmmunlty and
employer sites, the program's learning center should give staff

and students a “~nse of togetherness.

EBCE programs housed on campus will alsc hava to reacnﬂlle any
differences between provisions for their stuﬂents and staff ‘and .
procedures for the high school at large. Potential differences
could include the following:

1. Traffic on and off the campus: Many schools

" maintain a closed campus during school hours. The
flexible schedules and off-campus appointments of
EBGE students, as well as the number of adults who
may be coming and going (for example, visitors,
employers, competency certifiers) may conflict
with school policy.

2. Differences in staff roles and expectations: EBCE
staff roles will differ from those of -the faculty
of the traditional high school. The employer
relations specialist, for example, will spend much
of the time away from the learning center. The
different activities of the EBCE staff could cause
internal problems if not understood by the high
school staff.

3. Smoking attitudes: (CE)E staff members bel;eve
that the learning center should be a realistic
reflection of a work place. Since ‘students spend
a large part of each day on employer sites where

smekil.g may be commonplace, (CE); Permits smoking

in the lounge area of the center. Such .a

prav151cn m;ght or mlght not be allawea in a

LOCATING THE CENTER OFF CAMPUS

(CE)» was committed to locating its learning center in the
community, and the program explared the possibilities of remodeling
a house, utilizing a storefront or acquiring professional quarters.
Some types of "found space" were avoided because it seemed
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important that career education not be relegated to a basement-like
atmosphere, although other programs may be equaldy committed to
locating in "found space."

As each alternative was examined, suggestions were sought from
barents and community members. The remodeled house idea was
rejected basically because it might project a less-organized,
free school image. 1In addition, a great. deal of remodeling would
be necessary to obtain the business-like appearance that planners
felt would enhance relationships between the program and employer

. and community groups, and parents wanted to locate the center in a -

clean, modern facility.

The storefront notion was favorable because of the program's
association with the busine-~: zommunity. It was discovered,
however, that most leases ¢Lvared too long a period, required too
high a rent and sometires reguired that a percentage of profits
be returned. Since (CE) 3 operated as a nonprofit corporation, this
last requirement made a s:orefront option out of /the question.

_ . . / . .
In looking at professions' guarters, several factors dictated
the final choice of locating the program within the Tualatin ‘
Valley Professional Center. fThere factors are summarized below.

Proximity to Tigard High School !

Tigard High School supplies the pool of students from which (CE),
students are drawn. (CE), students are legéily enrolled in the
high schwol and may participate in many of its activities--classes,
sports, cafeteria, entertainment and so forth. Many (CE) 2 students
ride school bufes to the school, where they are picked up by the
(CE) van for transportation to the learning center at ‘the start

_of each day. The Tualatin Valley Professional Center is only two
miles from the high school. ;

Proximity to King City

King City is a retirement community adjacent to the learning
center site. (CE); can draw senior citizens from this community
to serve as tutors and in other special resource roles.

1

o o /
Location on a Major Arterial

The learning center location is on the major highway connecting
Tigard with other suburban commuriities. This location also links
the center to several freeways leading throughout the greater
Portland metropolitan area. '
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MANAGEMENT & ORGANIZATION

Design Freedom

At the time the decision was made to locate (CE); at the
professicnal center, the office complex was still being designed.

This permitted (CE); staff and students to specify their own
c

requirements for the center's interior {(placement of walls,
types of carpeting and so forth) and to guarantee that the
building met current | bu;ldlng code requirements for educational

facilities.

Costs

Space at the prafess;cnal center was available for approximately
$5.25 per square foot, which was about $2.00 per square foot less

than any other facility in the area.

Appearance -

It was felt that the center, in its professional office
surroundings, would project an image conducive to employer/
community cooperation with program goals. By 1ntegrat1ng physical
appearance with the general life style and values of the
su;raundlng community, the learning center would lend credibility
and insure pleasing visibility to the exgérimental program it was
to shelter. If the present facility had not been available, a
house would have been rented and remodeled to present an image to
which the business community and parents could relate.

Parking

The professional center provided its own parking lot and
specified parking spaces in its lease arrangements. This seemed
adequate to provide space for both students and staff.

THE (CE)E LEARNING CENTER

Student and staff participation in the design of the center's
interior guaranteed that the spaces were arranged and decorated in
a fashion suitable to (CE), program goals. An open space design
lends emphasis to the learning center's basic clearinghouse
functions; isolated areas around its verimeter permit staff and
students islands of quiet when sclitude is necessary. Acoustical
ceiling materials, ca:gétlng, dridpes and several kinds of movable
space dividers help control noise within the building. Exterior

2z

noise is effectlvely eliminated by the bu;léing g brick

[~
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construction and by the fact that it is set back some distance
from the highway. Air conditioning helps make the building
comfortable during the warm summer months, when the staff uses
the facility for planning and developmental activities.

~
The size of the learning center durlﬁg the first program year was

~approximately 2,500 square feet. Before the beginning of the

sécond program year, the size was increased one=third (900 square
feet) to accommodate increasing the number of students from 25
to 50. This extra space was intendzd to provide enaugh
"breathing room" to resolve many of the space and noise problems
encountered during the first year. It was discovered, however,
that the additional space was not sufficienv to meet the demands
placed on the facility by doubling the number of students.

Activities taking place at the center alse proved to be too
diversified in nature and to require more interaction (and
therefore "noise") than might reasonably be accommodated in the
amount of open space currently built into the center'% design.
Experience suggests that a modified open space, maklng use of more
glass walls to contain sound and yet convey a visual openness,
would be more expedient for this type of program.

Space Allocations

The floorplan following shows the separate spaces that help

differentiate the various activities occurring within the center.
The program admlnlstratnr s office provides an enclosed place for
securing critical program records and for private discussions with
students, parents and visitors. Locating the program assistant's
desk in the reception area enables that person to maintain close
contact with the administrator, as well as to interact with the
public. The conference space serves a variety of small and medium-
sized group meetlng needs, including those of the program's board
of directors. When the folding wall is open, it becomes an
extension of the larger learning center commons space “and may be
used by students and staff alike for small meetings, laying out
projects on the conference-sized table and so forth.

Neixt to the conference room is the desk of the clerieal assistant.
The learning aide's office also borders on the commons area.
Their location keeps them in touch with most of the center and
permits them to perform the many support tasks necessary to
Expédlte student and ztaff activities. Two employer relations
cialist offices flank either side of the commons, maklng them

reédily accessible to students and staff.

The learning center commons is a large work/study area coﬂtalnlng
study carrels as well as tables and chairs for individual and
group activities. The commons also includes shelf space for each

127
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w U

is situated at the heart of the commons. Surrounding this
are the catalogs, reference books and ¢ ther instructional
materials and hardware necessary to suppa*t the curriculum.

student to store belongings and a telephone message rack with a
PSQE for each student. The learning resource specialist's desk

area

Having a separate computer terminal room effectively controls the
noise of the computer and also provides an additional space for
guiet study when the terminal is not in use. Specific enclosures

have been designated for jg;gtrspgd”

i

Two areas used by the 1earn;ng managers and the student

coordinator's office complete the perimeter of the learning center
commons. Several of the areas are separated visually by attractive
‘Toom dividers that also serve as posting boards for announcements

and so forth.

F;nally, the eating and lounge areas, which attract the most
"interruptive" kinds.of activities, are located on the opposite

enn of the learning center from the commons area, where most

student study takes place. Many potential noise and disturbance

problems are eliminated by separating the two areas of the

learning center cagabla of a::smmadatlng larga numbers of people.

FLOORPLAN OF (CE)2 LEARNING CENE

Student
Coordinator

Learning Relations ; Learning g
Manager Specialistr  Aide ! Study
4 . )

LOUNGE - ) N

CONFERENCE
Learning
Rssource
Specialist

Cierica;
Assistant

7 Pragram

-amlnlstfatar RECEPTION

Pragram
Assistant

)
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S Transportation

Assess need for student transportatioen

13

Student transportation is an important consideration for an EBCE
program because students spend much of their time in the community
v;s;t;ng employer sites and ‘involving themselves in community.
activities. Programs must provide some means for transporting
students from the learning center to employer/community sites.
Transpcrtatlon options must accommodate multiple student ;Ef
destinations and a variety of time reyuirements, EBCE students
usually visit their employer/community sites alone, thereby
necessitating a scheduling system to track many individual students’
daily plans. 1In addition to activities at employer sites, which
occur throughout the school year, individual students alsoc- make
and must keep appointments at cther community sites to meet \
competency requirements, work on projects and, in general, ‘

’ pursue their community-based learning plans.

If the program is located at a regular high school, a major
concern will be transporting students to program-related accivities
after they arrive at school. The task is more complicated if the
program's 1earning center is situated away from the regular high
school. In (CE)y's case, school buses bring some students to the
high school, then program-sponsored transportation moves them from
the high school te the learnirg center in the morning and back at
the end of the day.

If the program is located in a city with adequate public transit,
EBCE may be able to capitalize on that system and avoid
comprehensive program-operated transportation. The employer
relations specialist, in particular, will have to decide the
maximum geographical range for site recruitment, keeping in mind
the capabilities of the student transportation system. '

o o R 120 - 129

ERIC. &, T

Aruitoxt provided by Eic: L



. o

Arrange for transportation. to accommodate student needs

16] -

:the transp@rtat;nn resources of thé community should be studied

";:fcarefullyg including available -public transit (routes and
. ?=schEduies), possible use of school district vehicles, advantages
";and limitations of allowing students to use their own automobi.les
. to travel to and from learnlng sites and the possibility of
712351ng or purchasing a van from one of the employers in the

cemmunlty (Ec551bly -even a program partlélpdnt)

J{CE)E provides seven transportation options for ;ts 5tude ts:

1. metropolitan bus systems (insured public carriers) .
: I

2. Ppersonal or faﬁily auto

3. student car E@éiz

4, Erégram vehicle

5. wolunteer adult érivéil

6.  school district bus |

7. employer vehiglé

E Buyizng'br Leasing é'Fro_gram;_SpDnsgred' Vehiﬂe

Early in planning for (CE),, staff decided to lease a van to

- transport students from thé'léarning center to the appropriate

130

learning sites in the community. 1In practice, students have used
the -van more .than other trans*'rtétigﬁ'cpticns available to them.
Du:;ngﬁthé first year of_ pret “operation, the van was driven
over EE.GDEEm;les9 ~When the number of 5tudents doukled in the
second program year, the van logged close to 16,000 miles dur;ng

the first quarter of the year alone,
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- Obtain parent approval for any Pragram-eépcnsmea

17 l - transportation plan -

At the beginning of each program year, (iE)E parnnts sign the
transportation agreement form (sarnple below) to inform staff of
the transportation options their sons or daughters may use. The

form states explicitly that any means of transgo:tat;on other than
indicated “(hitchhik ing, for example) is without the sanction \of

the program and is undertaken at the student's own risk. \

i

f

STUDENT TRANSPORTATION AGREEMENT

It is our understanding that Ko, 25510 s given our
permission to participate in Ez@gri,,ca—Baﬁaﬂ Career Eduea&taﬂ. will be
moving among variows learning sites in the community. He/she has our
permission to drive or to travel only by the means Df tranaportation checked
balow: =

@ Metropolitan bus systems ZI Volunteer adult driver
A _

[/] Personal or family auts [/} school district bus

[V] student car pool [/ Employer vehicle

Iz] Program vehicle , E Other (specify) _

Any othar means of travel, such as hitchhiking, is without the sanction of
the Bﬂm program, and the student assumeas a;; risk.

Date «f

Student

The program carries primary liability insurance on the EBCE vehicle to
cover bodily injury and property damage; secondary liability insurance
covers bodily injury and property damage that may ba incurred by students
trmaparteﬂ or driving in a:har vehicles..

Staff ﬂill be a ised af the means of transpartatim appfnvad by the
and will not knﬁw;gdgaably caugse him/

her ta be tragsported by any ntherr Mmeans. ;

i

Date ) /25/75 — Signed: _ A',L/;ﬁ‘-z —_— i . L
Program Administrator
\
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J

!

The program's insurance policies (see Item 11, pages 115-119)
include coverage for students while enroute to any program-
related activity. Parental approval of a student's .transportation
options does not cause the program's liability to be waived, but
it does establish that the program proceeds in a "rational and
reasonable" manner in its attempts to provide for student safety.
The Student Transportation Agreement may be of assistance in
disproving negligence if an accident occcurs. and legal proceedings
are bfaught against the program.

After receiving the parental agreement forms, (CE), keeps track of
- each student's options on the form illustrated below.

STUDENT TRANSPORTATION OPTIONS

Student Name QE? i{? § S ;f,?‘ ,;;‘5 Comments
akevs, Sk (VI
Domat), Steven Vi vl V] o .
B T SN U7 N I W ] 7 -
| Fobbine, felly V|V /| NN/ bivete.
.Y R - _
AW&MEQ@%*‘U%‘AA

— ~——————— CROSS~REFERENCE ~—reere
. : \

(SE)E?S procedures for completing and using all transportation-
related fé;ms mentioned in this section are detailed in "Student
Records," Student Services, Item 10.

12,
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m

— ~ Establish prc::edures for coordinating the use of =
] 8 available transportation options /
’ i i - /
J /'

f. ,

As part of the emphasis on students learning to be i;sécmgible fl:\f /
themselves, EBCE students are expected to plan ahaa/ of time for |
o |

their use of t:@sgnrtat;an apt;ons.
é f;;

w
1
i

Van Tr‘ansportatian ; »
At (C“r..")2 students desiring vén t:ansgmrtatlcn between the center /
I

and their homes or job sites sign up in advanee at the leaming
ansportation quuest form (see below).
f

' ' center by filling out a

The van driver Prcv;dea’ transgartatlon ts: students and visitors
and also coordinates the daily schédule to get students to sites
on time and to pick them up when they are ready to leave. The i
driver uses the Student T*anspn:tatlcn Route form (displayed on

the following page} to keep track of student schedules.

(This request must be turned in by 2:30 p.m. ::Z-E the day before the first

;"f gcheduled :gﬁi) i
st G tly KBobbino . Date of Request. ‘?A’f/?f |
DESTINATION: mesgrwg_: To_{A/safevm Mavina_ !
Time__9:00 aamM. Time__ T: ¢S am. .
RETURN: - No Z Time _ 3 3§ p . — _

If you are not returning in the van, please explain under

COMMENTS . :
T DATES : meM ‘Mo Mq/15

DAYS: Monday li

! Bl COMMENTS — —
Y Tuesday L :
7 T - T
Wednesday [ e —_ —
Thursday B ) ; T ]
Friday lz ) . _ S

IMPORTANT:

Lo ’ ; 133
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STUDENT TRANSPORTATION ROUTE

bate— I =(7-7S~

PICK uF'i ‘ . DELIVER
7 Place . | Time iqgeﬁ{"'”: ' Flace '77'
_ I 95 | Sharen 3@1&{#&;{,#@
b ese| Te | stk Arermgr
o I C Y A P
Het |Lleawming Conder |fows | 1 o
- ) . /030 | [fsj - Qf’t"i Tt :—;, il
E RV P —
Fetre K | |Leavoning Guteg |/100| o

!
Metrﬂpnhtah Bus - S_ystem \\
'(CE) students are encauraged to.use the metropolitan bus system
whenever they can. Stuﬂénts\planntag to use the bus receive
student gasses and bus tickets purchased for them by the program.

Private Transﬁbrtation

(CE) 5 5tudent5 using private transgﬂrtatlan authcrized by th21;
parents can -receive reimbursement at the fallaw;ng rates:
\
1. Students using a prlvate car to carry at least twa
) '~ other students to emplayerfc@mmun;ty sites--a car
\ : : pool--are reimbursed at the rate of $.13 per mile,

2. Students using a private,car to travel to an
employer/community site alone or with only one’
. passenger are rELmburséé at the rate of $.08
per ‘mile.

134
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3. 'No mileage reimbursement is provided if a student
"drives to sites accessible by mass transit or )
the (CE), van.

; Students request reimbursement on the form below. Re:.mbursement

‘ 15 not actually given, however, until the pProgram receives an
Emplt:}{él‘ Instructor Report at the conclusion of each of the
students' site experiences. Thése reports, completed by employer
1nstructnrs, verlfy student attendance at sites.

TRANSPDRTATION REIMBURSEMENT REQU EST
Student - E/'L’" Eglp'” - _ _ -
Darée f 7 Destinat’mn | - ] Rétgﬁ | ﬁrﬂesﬁ "%ﬂuﬁt' Verified
— e —= — - — -
ttfs|City Tonaeo  |$.08 | 2 |V [T
”q/q o B .o ka3 A )
o e ) o 2 | .16 | v
' L . ook 2 ! T
‘7{;’:_&! Me. Er‘x'?&’ othevs; . /37 ) 4' Rl uy
q/}g . . E;; ) 7 % 7 BT S 7 . i% 7 * .f; 7@
Al v v s |4 | | W
- - rora, | /8 | ¥2.04
e o ’ ,
- e — CROSS=REFERENCE s
The Employer Inst;‘uctar Rgpérf: is explalnéd and displayed in
"Student Records," Student _Services, Ttem 11.
(S o
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Cammﬁﬂitg Relatjons (Item 4)

Establish a system for keeping track of individuals and
Al groups who are contacted on behalf of the program

. . N .
As program planners meet with key individuals and enlist their
support, they will need some procedures for keeping accurate
records of their contacts and the results, noting such things as
patentlal emplayer/cammun;ty sites for student learning, degree

. of support expressed by individuals and particular questions or
concerns that should be answered. :

Accurate recerds.of the community people contacted durlng Program
planning can be followed up as the prcg:am goes into operation.
Followup Piazedures should cover

1. kéeging early supporters informed about the program

2. maintaining the interest and support of groups whose
approval is essential for program operation

involving divergent groups in.the‘pfégram (a faculty
committee might assist in planning student :
recruitment, for example) ‘

Lot

- 7 —_— — — CROSS-REFERENCE - -
See "S;te Recruitment," Emplﬁyé:/CQmmuﬁity Ressurées, pages 16 and
52, for ways these records can assist in the identification and
recruitment of léarnlng sites once the program is approved for
your distriect. /

-
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MANAGEMENT & ORGANIZATION.

\ 4. Have some descriptive material on the program that .
you can leave with the individual--something that
. can be studied later and reinforce your visit. :
5. “Send a fcllaqu letter after the meeting to
underscore your mes gage and cpen "the door to
. further ﬂ;sc2531an. S .

—_— CRé?sssREFERENCES —_—

See pages 21-23 for suggestl ons, :Egardlng the kinds of 1nd_lv1duals
and groups whose support is needed for: pragram plamung and
implementation.. L

See Item 7, pages 165166 , for additional pmnters on making EBCE
presentations and Item 1, §ages 143-147, for suggestions on how to
describe the program.,

Strategies fu - meeting the information needs of gpecific gr@ugs
~are discussed in detail on pages 172-192.

4L'~‘h
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\\ : Community Relations (Item 3)

Introduce program to key\ community individuals and groups

§a:t1c;pate in ;t or be affe:tgd bg its Gpé at;an, You should

allow adequate time prior to board decisions\to nurture community
support for the program, and the planning grolWp can play a major
role in this information process (see page 19) .

means of introducing the program to community mem
technique can be used to advantage, depending on the audience.
Introducing the program to labor leaders, for ::1”"' i
bcth small gfoup PfeSéﬁtatiﬂns and indiviﬂual

Suggestions for Sm311 Group .Meetings

When small graup meetings are arranged, you should provide
participants with information on the program in advance of the
meeting, if possible--a brief written definition of EBCE, for
example, and a list of the points you wish to consider at the-
~meeting. It is important during this early information-sharing to
convey the fa&t that EBCE plann;ng is a c@mmunlty endeavu:, rather

caﬁmunlty.

3

" \

Strategies for Individua? Discussions’

PE£5§n—ta=persan Eﬂnugét is a time-consuming but highly effective
way of communicating Pr@gram information, especially ﬂur;ng the
early stages of building community suppo:t for EBCE. There is no
- surefire method for dealing canvlnclngly ‘with 1nd;v;duals but there
are a few points to keep ln mind: .

1. Be brief, direct and to the point in your discussion.
2. Give the program some substance for vour listener by
explaining it in terms of the role that person could

play in 1ta-as émplayer instructor, far example.

3. Usa termlnalagy that is fam;llar to the:individual,
- rather than "educationese."'
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can devise. High school students themselves might be involved in
selecting a name; .this could give them a sense of p;lde and
ownership in the program.

LOCATION AND APPEARANCE OF THE LEARNING CENTER

The appearance of the learning center can 31gn1f1cantly irmact
community attitudes toward the Program, You should weigh t:.is
possibility if you are looking at alternatives for a facility in
the community (for example, unused school bu;ldlngs, storefronts,
church basements, portable units, old hguses or nffic: settings).
When (CE)Z planners were Eaﬁs;der;ng remodeling a house, utilizing
a storefront or acquiring professional quarters for the learning
center, they npted for the "professionalism" conveyed by a

business and medical office setting. The appearance and atmosphere
of the (CE)2 learning center are considered by staff to be positive
factors in helping to establish respect for the program among
employers and parents.

'If you are planning to operate EBCE from a high schéol campus, you
should consider establishing a home base for the program that is
separate from the regular high school classes and that reflects the
community and "experience" orienta’tion ‘of- your program. Employers
and hnmmunlty peaple shauld be able to relaté to the 1earn1ng

Eragram.

Arrangements of space and furnishings, choice of furniture and
attention to details like art, color and growing things can make

a room less institutional. Don't underestimate the power of
displays. EBCE lends itself to photographic documentation (perhaps
created by students themselves). BAn attractive aisplay of large
blackgand—whlte phntagraphs of students aud employer instructors
can be a strong, positive statement about thevprégram. :

| —— e ~ CROSS~REFERENCE ~ememeaee —
“Business Management," pages\124-125, discusses additional
considerations :élatlve to sglecting the location of a leerniag
GEﬂtEI. :
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Community Relations (Item 2)

i

SELECTING A NAME AND PROGRAM "LOGO"

The term “e&per;ence—based career education” may‘bé descriptive
enough for your purposes during early program planning, but by the
time your plannina group ‘begins its community survey (see pages
21-2.) you should rave selected a name for your particular program
that both conveys its purposes and has general agpeal to a variety
of different audiences. A program "logo" (graphic symbol) should
‘also be considered and used on program materials as early in
planning stages as pass;ble to give the c@mmunlty a tangible way

. of recﬂgnizing your program.

There iz undauﬁtedly no one "perfect" name. “Experlence—baséd
career education" and the acronym EBCE both take a lot of: )
explaining. For that reason, the Tigard project staff and students
named their program Community Experiences for Career Education,
shortened to (CE)3. Quite frankly, (CE)E also takes a lot of
explaining. Another Oregon school' district version of EBCE calls
itself TOTAL (Total Opportunities Through Action learning). There
are innumerable possibilities. '

In selecting a name, your planning grau§ could brainstorm some of
the key concepts associated with EBCE and its development--words
like :

experiential learning , community classrcam
partnership’ o off~campus

reality schoel . b options

alternarive 2 alliance.

"Career education" i3 probably the most easily misinterpreted aspect
of EBCE. Many commmnity pecple and educators immediately think of
"vocational education” and "jobs" when they hear the term. Yet
career education (broadly defined) holds'a high priority at the
federal, state and local levels, and use of the term in YOour name
may help you win support or at least agreement from individuals
. and groups cognizant of the growing emphasiy on career develapment
th;augh@ut educaticn. 5 !

%
Any implication that EBCE is intended or suited anly for those who -
want employment right after high school is lnaanslstent with program
intent. Since you are probably t:ying to appeal to a broad spectrum
of students, 1ncluding those who will go on to higher .education,
}yau will want a name that accurately reflects program purposes.

It will not-be easy to select a good name. . People are tired of
acronyms or names that sound gimmicky. 4dowaver, your plannlng
group (with employers, labor leaders, parents and students ineluded)
may be able to cnmé up with a name far better than educators alane '

113
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'MANAGEMENT & ORGANIZATION

Review factars‘that w111 affegt your. cammunlty g
: 2 perceptions of| | EBCE -

= ] | !
"THE PEOPLE WHO REPRESENT, YoU

V;rtually every persanal contact made'on’ behalf of EBCE will.
contribute to the total image of the pragram in your community. )
The earliest people representing EBCE to. cammunlty members (district
pPlanning coordinator, for example) will leave impressions that
‘reflect on the program, and they should be aware of their impact.
Furthermore, the planning graup will play a critieal community
relations role on behalf of the program (see pages 19 and 21) and-—
will also be discussing many details that will affect the program's
identity.

Staff and students should undérstand that they will. be :epresent;ng
the program to the community (1ncludlng teachers and students at
- the high schocl) through ‘their actions and attitudes. Staff
eageclally should be aware of the value of candorin wnrking with
the community. If some aspects of the program aré& not working as
well as could be expected, community members can be asked to help
in finding solutions. This openness and willingness. to listen
will go a long way toward building public trust and support.

. H

What to Look Fdr in Program Representatives
\ :
People cff;clallx rep:esent;ng the program (planning group and
\ Program administrator, for example) should be credible and willing
to listen to others. They should inspire the confidence of
community members. They will be filling basic communications roles
for the program and should be articulate, confident and capable of
interacting éffect;vely with others. They should also be open to
\individual differences of opinion and have an’ ﬁnderstand;ng and
appre:latlan of the value system of the hus ness cémmunlty.
r@gram rep:ésentatlves ‘should hg individuals who slneerely believe
i& EBCE and. are convinced that community members are capable of
d\l;vefing student 1éarn1ng. 8y should also have a thorough
urderstanding of EBCE concept as they.will be on the firing line
answering questions from the community and should be able to
explain how an EBCE program works.



Community Relations (Item 1)

3. EBCE lets students explore options and learn f:mm
t.he;z: own experiences.

4. EBCE is 1nd;v1&uallgea and has systéma*lc procedures
for mn;tarlng student growth.

5. EBCE holds students accountable for their tlme,
performance, attitudes and a::tlans.

- e CF?\C’SS?REFERE‘NC-‘ES — - - - —

Em,lai’g:/i:'@mmailt; Resources contains some Spét:lfll:' guest.lsﬂs
asked by employers partlc:flpatzng in the (CE)z program and answers
to those questions provided during employer instructor ﬂe?éiéglﬂéﬂt_
sessions. See Appendix F, bages 195 200, and Appezidlx J, pages '

224-226.

In addition, the Program :QV’EI‘F;EW packet caﬂta;ns a comparison of
EBCE to mgat;anal education, "new schools," action learning and
work study programs. Titled "Five Educational Options," this
comparison can aid.you in defining EBCE and distinguishing it from
other prégrans. y -
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HANAGEHENT & ORGANIZATION

How Do You Sxplain the D1fference Between Vucat1onn1 Education
and Career Zducaztion?

You can explain the broad concept of "career" as "life path' and
"career education” as the organizer of lifelong learning, pointing
out that good vor “tional education is as m:=~h a part of career.
education as sciwnce is a part of the total szhocl curriculum.

%

How Do You Explain. that EBCE Prepares Students for College?

1. EBCE's é:agram requirements will meet state standards,
o ! and students completing the requirements w;ll receive
"o~ standard high school diplomas.

The (CE); program has deﬁéiaped a system for recording’
student performance’ that has been reviewed by college
and university registrars and accepted as an alternative
to the traditional high school transcript. (CE) 2
students applying to colleges have had their
participation in the program zully accepted as
qualifying them for entrance. The (CE)> Record of
Stvlent Performance format can be adopted by any other
EBCE progran.

(X8
- "

3. EBCE helps students “to be self-directed, and this
ability is an important "survival skill" for
; postsecondary education. It also helps students learn
how to access resources for themselves, adapt to
various situations and interact with many different
adults. - .

4. Many people believe EBCE students are more likely to
avoid false starts in college or other postsecondary
training by gaining a clearer :idea of career choices.

5. Prior arrangements with your local highféchagl can
ensure that EBCE students can take any classes
required:or desirable for college admission.™

How Do You Answer Concerned Parents?

Avoid being defensive about EBCE. You could point out that

1. EBCE is a dose of reality for students, involving them
in their environment and giving them the experlelces
of the workplace. o

2. EBCE is a balanced program, delivering Life Skills and

Basic-Skills, as well as Career Development, and
providing students with a standard high schoeol diploma.

b
AT
b
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Community Relations (Item 1)

Employers will want to know aboui insurance coverage for themselves
and students at their sites. They will also want to know about

ths program's liaison with wunion locals so there will ba provision
tor cooperative negotiations if there is any questicn about student
site plaﬂements.

When first. en:@unterlng EBCE, labor representatives generally want
to know the program's purpose, how it is funded, how it is

governed (includimg the membership of its board of directors by
name and organization), if it is a long~term program, thée extent to
which students become invelved at an employer site (daily hours

and total hours spent onsite to complete learnirg activities),
whether or not students are paid for their partlslpatlﬁn, the

- nature and extent of emplover part_clpanlan and whether or not
employers receive payment from EBCE or any governmental agency.

Labor officials need re Ssurance that EBCE is not exploiting
students (engaging them in productive work without pay) or
undermining or detracting from proven union- -sponsored programs
such as apprentlcashlg training. UnJGn representatives also

need to understand how EBCE students can gain "hands on"
experiences within the laws and regulations governing the
involvement of minors at work sites and without posing a potential

- threat to the job security of adglt ‘workers.

How Do You Respond to Employer and Labor Concerns?

EBCE gféq:am design itself provides positive responses to the
expressed concerns of business and labor. The bProgram is an

: edusacional alternative that not only helps meet student needs for

more diverse and realistic educational experiences, but also helps
meet the needs of business, industry and organized labor for better
educated, qualified and satisfied employees and union members.
Labor has picneered in programs-to Prepare young people for
emp*ayment EBCE in no way detracts from that leadership but adds

a new dimension. to the career preparation of ycuth and opens
another channel for %cﬁaclfbu51ﬁess/labcr coaperat;én within the

public school system.

‘Terms like "employer instructor" and "employer/community site"

need careful explaining because they can imply that the program is
working only with management or that students are being employed.
Neither of these is the case with EBCE; the program works with both
labor and management (employer instructors are, in fact, usually
workers at a site, rather thHan management) and Etudéﬁtb are not

- employed through the program (they are learning, not earning,

while onsx\e)
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MANAGEMENT & ORGANIZATION

QUESTIONS PEOPLE ASK

There are some basic questions asked by nearly everyone first
hearing about EBCE. Your description of the program should
actempt te answer questions such as ‘these:

1. How are empleyers recrgitéd? What incentives do
they have for participating? Can you really recruit
enough employers to meet student needs?

2. How much time must employers give to the pragram?
3. What is the difference between EBCE and other career
education programs?

4. 1Is it a dropout program?

5. Can EBCE students receive high school diplomas? Do
they get regular credits for taking part? Is the
' program acceptable to colleges -ni? universities?

6. Do EBCE students miss out on bazic skiils.devélagmént
or academic subject matter? : '

o 7. How do students move around inkthe community?

8. Who will be staffing the Erogram?

You may alreaay have answers to many of these questions; Hav;ng
asked them yau;seif when yéu flIEt learned about EECE The

' adaltlanal answers and NWREL can assist in pregar;ng 1nformat;gn ﬂ
- for specific audiences. L : - \

Different groups will naturally have their own special concerns
about the p_agramp and the following observations and suggestions,
based on (CE),'s experience, should help you anticipate the
information needs of various audlenggs.

® ‘\ A .
Wi TEE K = _ = _ = ] \ - N _ -
What Will Emp’iu_yers and Union Officials.Want .to Know?

. “‘\_ .

Employers and union officials will probably raise questions related
to the status of EBCE students as learners (not earners) at
employer/community sites. They will want details on the student/
employer instructor relationship and what thlE means for both
employers and employees. They will also want tq know if the program
pays students during their placements at léarning\sites;




Community Relations (Item 1)

introducing EBCE to Your Community

———=1 Determine how to desuribe EBCE and respond to anticipated
guestions and concerns K

1 o,

ING THE PROGRAM

[ww]

SUGGESTIONS FOR DESCRI

the graw1ng national ;nterest in the 'cémmunity as the classroom"
concept, which gives students reality-based learning experiences
outside the school building. You can explain the program as a way
to improve the educational system by giving students an option not
now available to them, making it clear that EBCE would be part of
your high school curriculum and could enhance the reqular school
program.

An introduction to the program should emphasize what it can do for
students--tapping the educational resources of the community and
giving students a better understanding of themselves in relation to
careers and options after high schoel. It should also focus on
benefits the community will derive from participation in the
program, emphasizing that .EBCE glves community members an,
opportunity to beccme d;rectly involved in the education Qf young

people.

‘Audiences should understand the learning nature of EBCE and be
given a general idea of the exploration process, the use of
employer and community sites for learning and the function of
- projects as a learning strategy. You should also stress the
comprehensive nature of the EBCE curriculum and define "careetr
education" in the program's broad sense.

You should emphasize the program's\ ability to meet the needs of a

* broad range of students and undersdpre the fact that it is not an
easy program (ask any (CE) 5 student). You should note also that it
has equai appeal and benefits for both yaung men and young women.
One word of caution: EBYF is not a panacea for a1l the problems of
education; it is simply one alternative for students. You -should
be careful not to promise more than the program can deliver.
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Meet information and liaison needs of educational
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Community Relations

Steps to Follow

INTRODUCING EBCE TO YOUR COMMUNITY . o page

Detetmine haw to describe EEQE and respond to Co
anticipated questions and concerns

2 Review factors that wiil affect your community's 148
: perceptions of EBCE )

: Introduce program to key community 1nd;v1duals : 151
and groups : -

Establish a system for keeping track of
individuals and groups who are contacted on
behalf of program

[
Wy
Yo

MAINTAINING ONGOING COMMUNICATIONS

Establish and main:ain contact with communications
media

]
rny
um

6 | Prepare EBCE informatic: uuterials ’ 158 -

] Provide for presentations and other participant/
community interactions on -a continuing basis

Provide channels for input té'pfggrém from

participants and community members 168

Meet information and liaison needs of governing/ 172
advisafy boards -and pa:tiéipating school district |

Meet information and lla;san needs of pragram ,
175
_ staff and district teachers

Meet information and liaison needs of EBCE 179
‘students and parents T

] Meet information and liaison needs of students 183
and parents in lécal district N

=] Meet information and 1lals§n needs of business )
184
and labor

-] Meet information and liaison needs of cammun;ty -
14 o . 189
— at-large
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MANAGEMENT & ORGANIZATION

THE PEOPLE INVOLVED

g Tﬁé prﬂgram admlnlstratér is respan51ble fo; caardlnatlng aﬂd

i Eartlz;pants w111 all bg 1nvalved to varylnq dégrees in acmmunlty
relations activities. Members of the program's governing- and
advlscu;? boards will also be influential in setting the tone

EBCE's interactions. w;th the community.

H\

RELATIONSHIP. TO OTHER : ROGRAM ELEMENTS

"Program Plannlng & overnance" discusses steps far investigating
EBCE concepts and securing approval - to operate the program,
whereas -"Communiiy Relations" discusses strategies for
communicating program information to the public both before and
after board approval to offer EBCE.

effbrts channél into twa related faﬁctlcns- (a) Iecru;tlﬁg
emplcyer/ccmmun;ty sites and resources for the prcgram and

(b) sharing program information with parents,,students and members.
of the community. The Employer/Community Resources handbook is the
basic reference for all aspects afremplayer re;ru;tment and
orientation to the program, and "Student Records" in Student
Services outlines procedures for conveying specific student-
related information to-various audiences. “"Community Relations.,"
on the other hand, details techniques for sharing general program
inform .n with a m.m’ber of different audlencesi

o
T
-
-~

po
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COMMUNITY RELATIONS

Community relatlcms ‘for EBCE involves establishing and
maintaining effective two-way communication between the
program and its publics, including students, parents,
employers, labor, educational institutions and the

community-at-large. .

HHAT EFFECTIVE CDMMUNITY RELATIONS CAN DO FOR EECE
1. generate community interest in and support for the grcéram
2. belp P:gviaé the fesaurc&s needed for student learning

- 3. nmeet the information needs of program partiz 1paan and the .
general public

4. help give participants a vested interest in program operations

5. establish ongoing communication between the program and
various agencies, organizations and groups interacting with it

ASSUMPTIONS ABOUT CDWUNIW RELATIONS FCR EBCE

A rammunityabased program by definition must generate and ma;ntaln
strong Eﬂﬁmuﬁ;ty sugpart.:

The line between an EBCE program's- internal and external publics
keeps shifting--today's ;nterestéd cbserver may be tomorrow's
employer instructor.

Staff and students in a community-based program are highlybvisibiea
to the public and, ‘therefore, have a significant influence on the
cammunlty relations of the program.

There are many strategies for generating and sustaining éammunlty
interest and support; - this section is intended simply as a cue
sheet, .making suggestions and providing examples from the (CE)2
experience to help you determine your own procedures.
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Community Relations (Item 5)

Maintaining Ongoing Communications

1=

stablish and maintain contact with communications media

The program planning cagrdlnatcr should consider ways to work with
communications media in the district to build public awareness.of
program potential and foster community invelvement in Plann;ng
Effective media coverage of planning events helps to arouse interest
in the program and lay tlie groundwork for future employer/:
community participation. (Keep in mind that local newspapers and
radio and television statisns are potential learning sites for EBCE
students, too.) :

The planning coordinator or district superintendent should brief
local education reporters on the program before EBCE comes up for
discussion at a school board meeting. ' This briefing should be
accomplished in person or by telephone, if possible, rather than
through a written release. Such personal cortact brings reporters
in on the ground floor of the new program and gives them background
information for subsequent coverage of planning group activities and
school board actions. The briefings should clarify aspects of the
program that could be misinterpreted, such as the role of employer
instructors and the learning nature-of student 1nv&1vémént at
Employer/commun;ty Sites.

Once the program is operational, a personal working relationship
between program representatives and local newspaper, radio and
‘television reporters can encourage the development of indepth
features and human interest stories and help to ensufe accuracy in.
program reporting. ;

" Media coverage can go beyond news reporting, too. For example, a
Portland television station, approached by (CE)j; about the
possibility of becoming a learning site, biicame interested enough
to televise a half-hour interview on the (QE)E program.
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NEWS RELEASES AND PRESS CONFERENCES

A community-wide news release anxth'~prngram and outline of the
planning steps .(appointment of the planning group, community '
involvement.in plannlng, recommendations to the school board and
final board action) should be made to newspapers, radio and
television in conjunction with 1nlLlal schodl beoard endorsement’

cf the concept. Followup strategies m;ght-lnélude a press
conference with key community supporters of the Program to
undarscore cammunlty interest and launch the planning group's study.

ool board approval of the program should result in news releases
and coverage including (a) what the program is, (b) when it will
begin, (¢) who it will serve and. (d) how individuals in the
community can get involved. (See Appendices I and J for sample

. hews releases used by (CE)2.). Planning group members might also
" hold a press conference on the -community input that has preceded-
program apgraval.

1News réleases ééﬂ he usea on a :@ntinuing basis to éammun;cate

Experlénces. 1eases shculd be pregared on staff appaiﬁtments

and creation af the advisory board; upcoming program .activities
should be analyzed for their potential news value. Possible subjects
for releases include student recruitment, beglnnlng-of—the-ggar
act;v1tles, employer training ses:sions and student success stories.
News releases will not always be used by the media but .can at

least help to familiarize editors and reporters with the program

and encouraye future coverage of events. :

"Tip sheets" can be used to give brief notice of ‘upcoming
activities and events that reporters might wish tu cover in person.
These might 1ncludé, for example,. an émployez reminar featuring an "
interesting panel of community members, an EBCE student's speech to
a eivic group or a group student campetency certlflcatlén Qf
particular: 1nterests—pe:haps phys;cgl fltﬁéss or first a;d,

In addition, advanze c;ples of meeting agendas can encourage

= reporters to cover such events as advisory board meetings, employer
instructor training sessions and community task forces (developing
the competencies, for example--see Pages 168-169),

ARTICLES IN COMMUNITY PUBLICATIONS
i

You shauld consider the value of articles about EBCE in school
district communications to parents, including the high school
newspaper (which reaches students, parents and staff) and PTA

=




Community Eélaﬁiéns (Item 5)

newsletters. These media provide a communication channel Zfor
‘announcing meetings about the program, reporting planning progress

- and conveying needed information on program startup and operation.

Once the program is operational, you might explore such possibilities
as an insert section on your program in local newspapers--daily,
weekly, or even shoppers' guides (students might be involved in
preparing such a section as part of an onsite learning experience).
More specific audiences can be reached through articles in
specialized community newspapers (trade journals, for example) or
state or, regional p-blications interested in career education news.
Local business and labor publications-~for examgle,_thé inhouse
publications of potential learning sites, newsletters of labor
locals and Chamber of Commerce and service club bulletins--can also
be valuable communication channels. : :

) 157
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Prepare EBCE information materials

Materials of value for an EECE information program include a
newsletter, brochures, reports and handouts of various kinds and
visual materials such as transparencies and slide/tape
presentations.  Items such as certificates of appreciation for
participants can enhance the public relations of your program
and encourage people to speak favorably of the program to others.

Materials that support prograa operation (such as a student
handbook, employer information packet and any employer developmert
materials) should be designed not only with their specific audiences
in mind, but also with the knowledge that they may be seen by a
broader public and have some impact on the pragram s public

identity.

GENERAL GUIDELINES

The following are guidelines fgr the preparation of materiéls:

1. Inf@rmatian=shar1ng should be a continuous pracess
using a varléty of media.

2. Materials should be prepared as part of a planned
information program, rather than on an impromptu basi

3. The language afépzinted materials should be chosen
with consideration for the audiénce.

‘4. Whenever p@ss;ble, materials should be develaped to
communicate with more than one audlencE; :

materials are develéged”by program staff members
wi:.. lves or with the assistance of a school district public
information staff may depend on the size of the district. The
assistance of others outside the program can, of course, help keep
program staff energy focused on student 1éatn1ng. ‘Students
themselves m;ght be involved in the preparation of Pragram
materials, if such activities interested them and f1t into their

learning plans.

Several basic resourcas are helgful in developing materials: a
photo file (sources mev include the photographs taken by students

— ) ! £ S
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as part of their Exploration Packages and thc.: used by employer/
community sites in their own publications), testimonial letters

from employer instructurs, profiles on staff and advisory or
governing board members and quotes from program participants. Staff
members shouid collect anecdotes about special incidents and
experiences and examples of student/adult interaction that illustrate
the program's purposes and effectiveness. (CE) 2 has found uses for
all 5f the above in various information materials. :

SUGGESTED MATERIALS

Newsletter

An EBCE newsletter is one basic means of keeping a variety of
audiences informed about the program. (CE); publishes a newsletter
periodically. It contains up-to-date information on students,
program ac*1v1tles and employer/community participation and 1is
distributed to active and inactive employers, tutors, Eampetency
certifiers, parents, board members and others whao have asked to

be on the mailing list. It is also used as a visitor haqégut, and
issues have sometimes been added to the anployer 1nfafmatlanlpacxet

for use during learning site recruitment.
- - !

{CE)»> News is typed and printed by phata-affset at a Jacal shag that
is also a learning site for the program. The newsletter is
usually one sheet, printed front and back. Photographs taken by
students and staff are included whenever possible to illustrate
student/adult interaction, program events, activities and so forth.

'The (CE) 5 newsietter has included articles about site recruitment,

summaries of employer development sessions, interviews with employer
instructors and question-and-answer and program administrator's
columns. Other programs might also consider individual staff,
student and employer instructor profiles (with photos), lists of
participating employers and brief reports from other EBCE sites.

-
[
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f Brochures, Flyers, Reports and Other Handouts

: " Brochures, flyers, reports and other handouts -have general public -

S relatiors value. They can describe the program in-detail or inl

) capsule form and give recipients something tangible to pursue a
leisure or file for future reference. The extent to which S
materials are actually read or not will depend in large measure
on the effectiveness of their design and the method and timing @k
distribution. ’

A single piece of information can be designed to serve many _ .
different audiences and for many- diffe¥ent purposes. One good ,
descriptive brochure, for example, can be used to introduce the
program to community groups, answer inquiries by mail, aid-in
employer recruitment, inform district Parents and recruit students.

)

"~Brochures may be more expensive to print. than flyers but usually
give more space for copy and Faotos. Brochures can become outdated -
‘rather quickly, however, if they contain specifics such as nanies of
participating employers and staff.

/
Flyers can be éF@ﬂuGEﬂ as quickly and inexpensively as need
dictates (a flyer format might be 2a good way to list participating
employers, feature specific employers or provide "testimonials®
from program pariicipants, for example). Single-sheet flyers can
a be designed and folded in a variety of ways. ' :

Alternatives might be developed to combine the best features of

both brochures and flyers--a packet of separate sheets of program ‘
information, for example, like the EBCE Program Overview. A

packet has the advantages of allowing both indepth and summary
treatment of various topics, updating and re'vision at will and

 unlimited combinations of material to suit specific audiences.

Reports can give detailed, indepth information about the program
but us:ally require more sustained attention from the reader than
do brochures or flyers. The report format is useful, however, in
‘meeting the requests of specific audiences for factual information
on-program accomplishments, student progress and financial

- matters. School district boards, state departments of education

and advisory boards may require periodic program reports, for

example. While such reports might be too detailed for general
aisﬁribqpian, they could'be summarized into attractive brochure

or flyer formats for use as gereral program handouts. .

Personal let'ters on program stationery can be an effective way of
transmitting specific kinds of information to clearly defined
audiences such as employer: or parents. (See earlier discussion of
program name and "logo" in Item 2, page 14Y.) ' ..
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handouts for the minimal costs of paper and copying.

materials, however.
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regional, local) can make effective general .program
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SGHfEE.
REPRINTS = USED AS HANDOUTS BY (Cj)z
o s A \
HOW DO THE YOUNG |
BECOME ADULTS? o |
O e et i ey b et o ] |
B S . L
\ |
' Philosophy
Career cente
U.S. ngh Schcmls,
Just an Agmg Vat?

Fsise mrs a1 g
Erple wmbl lrars
Aetirs d whemduees
vesnbaned wath pihe

ERIC

Aruitoxt provided by Eic:

\ i'?"
ST




\ : Community Relations (Item 6)

\
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(CE)2 developed a brochure (since replaced by the Program
Overview packet) that became a standard program handout.
When first produced, it was distributed to employers, parents
and community people on the newsletter mailing list. Copies
were available at the learning center for visitors, and it
‘was included in the employer information packet used during
site recruitment. ' : -

(CE; 5 developed a "Pathway to Employer Site Learﬁin§“ as a
handout to accompany presentations to visitors, employers
and community members. (CE), alSo produced a flyer to help
recruit tutors from a retirement community near the learning
center, . \
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Visual Materials ////
Visuals add interest to any presentation and can help clarify /f
program details. EBCE involves unique terminology and pracesig% of
adult/student interaction that may he difficult. to absurb w1t 1out
illustration. ;

A variety of visual techniques are available, from Qhatographs and
slides to overhead transparencles, flip charts and dlsglays.
Photographs lend themgelves\tg displays, as well as us;/ in -
Publlcations Sllﬂés, fllms ana v1deataPes 1end them%elves to large

anﬂ overiays. Attra;tlvé d;splay béards can, serve a/numbez @f
purposes, from permanent displays at the laarnlng dénter or in the
‘high school to portable displays at dammunlty gatherlngs and meet;ngs
of educational groups., ( 3 ff
. ~ i S/

Videotape equipment can be used for the progra@/(v;deatagipg
students engaged in the various learning Stgat/g;es as a way of
illustrating these to visitors, for example). / The (CE) staiﬁéﬁséaf’
videotape to simulate several different student/emmleyéf”fﬁstru:ﬁpr
interactions for one of the employer development sessions, and the
tape served as the catalyst for a group discussion of effegt;ve ways
of relating to students.
One rather unique visual! develapéd by (CE), é' s the "chicken box;,"
which has been 'used to help explain p?@gram bas;cs in situations

‘ ranglng from ampléyer orientation sessions to general community
\presentat;ans. A "chicken box" is simply a\se:;es of boxes nested
together, the largest (box lunch size) representing the bread EBCE
concept, a middle-sized box representing the (CE) » program and

. three small, equal-sized boxes representing'the three curriculum
components (Life Skills, Basic Skills, Career Deve lopment) .
Inside tﬁé three small boxes are cards listing t@a léarn;ng

t:!utcames/ for each c@mpénent "Chicken boxes" are alstrlbutéd as a
hands-on device to accompany a "talk through” of program concepts.
- \

— === CROSS5=REFERENCE — — e
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Community Relations (Item 7)

|

T Provide for presentations and other participant/
7 community interactions on a continuing basis

| S

Program administrators should involve participants as much as
possible in ‘representing the program to others. Students, parents
and participating employers can share their personal experiences

and program perspectives with audiences and visitors. Staff should
be encouraged to become active members of community organizatiens as
a means of famlllaIlZlng the Publlc w1th the program and becoming
acqualntéd with potential emplayers,-tutars, competency certifiers
and seminar leaders (the (CE)> corporation itself is a member of the
local Chamber of Commerce) . g

PRESENTATIDNS AND SPEAKING ENGAGEMENTS

Business and prgfesslonal groups, civic and service clubs, parent-
teacher and church groups all welcome presentations that are
well-paced, interesting and.to-the-point. Presentations can also
be made tc employee and managément groups at émployer sites.

(CE)2 staff have tried to meet all requests for pEESEDtEtlQDE.
They frequently spend noon hours and evenings appearing before
groups such as the high school PTA, Chamber of Commerce, Rotary,
‘Kiwanis, Optimists and Lions. They have also been avaiflable for
inservice Erograms for teachers and adm;nlstrators. '

Staff membersimay address such graups alone, but (CE)E has found
that presentations are greatly enhanced by the inclusion of
students, parents and pa;t1:1§at1ng emplayers who provide valuable
evidence that thé program can and does work.

The fcllaw1ng pointers might be hel ful ir planﬁ%ggﬁpfeséntatians:
1. Consider ways to involve the audience in a presentat;an,
perhags by separatlng large groups into smaller ones

for informal discussion.

2. Have supporting ma;egiéls,(seé Item 6, pages 158-164) |,
" in sufficient quantity for your antitipated audience.
If you are 'distributing more than one or two items,

you may want.to consider having packets of information
rather than individual sheets.
3. | use 'visuals during the presentation to add interest and

varicty and aid campgghensi@n and recall.
1 \ . ’
s -,
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MANAGEMENT & ORGANIZATION

B . 4. Panel discussions and role-play can be effective ways
' of conveying program information. A-panel of student,
parent, board member and employer could field
guestians frcm thé audience and amplify éach ather‘s

lnstructnr gaulé a@t aut thé klnd of lnteractlon and

negotiation that takes Elace hetween them 1n the course
of program activities,

5. The type of meetlgg and time of day will influence
Eresentatlcﬁs. Mealtime meetlngs, for example, lend
themselves to.brief program overviews and opportunities
for -students to speak about their expériences, but
inﬂegth orientations to the program are better handled
'in meetings address;ng themselves solely to that
purpose.

6. Audience évaluatlans are an aid to plann;ng future
‘meetings and g:l.ve audience members an opportunity to
let you know if and how they wish to be further involved
in the program.- .

4

visitors. Yau shaula arrange tg gcst v;s;tcrs and déVElDP
§35cr1pt1ve materials with which to answer lnqulr;es.

Bringing v;sltar% to the learning center ané taking them to
employer/community sites lets them actually see what students
are doing and talk with participants about the program. You
should plan to involve students as much as possiblé in explaining
. the program and answering quéstlans. Staff can guide vlsltcrs |

through their respect;ve program réspan51bllltles.

(CE) , found it easier to hast v151tg:s individually or in small
groups than in large groups because this was less disruptive for

" staff and students and resulted in more personal- conversation
about the: p:agram. ‘The individuals could also be taken out;to
learning sites (employer lnstructc:s were invited to come 1 to
the learning center to talk to larger groups). ' (CE)E also' found
that. occasionally there were times when the workload of staff
and students requlred them to close the visitor gates temporarily.

!

166




Community Relations (Item 7)

The Prqg:?g Overview contains a review of key program elements that
can help in planning the content of presentations about EBCE, See
also Itém 1 pagES lé?—iﬂsg fbf suggestians regar&ing héw to désaribe

. S7ldé-tabé presentat;aﬂs are availaﬁif on request from

In' jaddi ti.:»
experiences in

- NWREL defining EBCE and hlghl;ghtlﬂg one student's
the (CE), proaramin Tigard, Oregon. ‘

17y 7167




MANAGEMENT & ORGANIZATION

o Provide chsﬂnsls for ;nput to program f:sm
(’ Partlc;pants and cammunlty members

P:sg:sm samln;strstars shculd tsks the lead in determining ways to
reinforce~the "community" spirit of EBCE programs. This will meah,
in part, providing adequate opportunities for both internal and
_sxts:nal publics to play a role in program operations--presenting
/ their ideas and seeing at least some of those ideas put into
action. Periodic debriefing sessions with program Qart;clpantsa—;
' gtaff, studsnts, parents and employe: nstructcrs-icsn yield
valuable . 1ns1ghts inte program spsrat;sns. /

. Representing all program paréls;psnts on the EBCE governing or

" advisory board can be an easy and informal way to begin
csmmun;sstlng with various groups—--students, parents, busSiness and
labor, the community-at-large. Board members can also be valuable
program advocates in the community, especially if they represent
several different points of view (smglsysrs, labor lssés:s, parents,

students) . 1

For public involvement to work; successfully, pempls must
uncerstand clearly at the outset exactly what kind of input they '
are being asked to make and who will be msklng the final decisions.
They need to know that there are levels in the decision making
process, and they also need feedback on their contributions to see
that their assistance is needed and vslusd./ :

. / h . !f
SAMPLE STRATEGIES FOR INVOLVEMENT

/ S
Task Forces

Task forces of parent, employer and com...iity representatives can
be convened for brainstorming, problem solving and providing
th;rd—psrty svslustions of various program details. (CE) found

a great w;lllngﬁsss on theé part of parents and smplsysr/ccmmunlty
repressnsstlvss te volunteer their time and effort for program
planning srs evaluation, and the task force procedure proved to bs
an especially useful way of gs;nlng c1tlssn input to the. astual
design of ths program., ‘ . ;-

When ccnvsning task forces or study groups, first define the task
to be accomplished and then identify the individuals most suitable
for that task.  Personal referrals can be a useful means of
identifying people outsiide the program to serve on task forces.

. F = ..
Iy
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3 o —

AN EXAMPLE OF -~ COMMUNITY INVOLVEMENT:
THE (CE), COMPETENCIES TASK  FORCE

Task: To brainstorm what the. Tigard cgmmuniﬁy would
' consider to be basic "survival skills" ‘for ‘
adult life dnd to recommend a list of those as
competencies ta be required of all (CE)>
students.

. Members: The initial brainstorming group consisted of
8ix parents, three employers, one labor

' representative, one school district

/ representative, one studant and the (CE)E
staff.

Subgroups of community members with expertise
in given competéncy areas such as banking and
physical education were convened to map out
‘the actual learning activities.that would be
required of students to master those areas.

Subsequent groups of employer/community
representatives, students and parents were -
. convened periodically to review the competencies

' : so the list would be timely and as beneficial

to students as possible from year to year..

= 1

Student Involvement

Students need a stake in program decision making. They have a
valuable role to play in ‘brainstorming and evaluation and can be
espeéially helpful in planning such program details as new student .
o:leﬁtatlan and a student handbook

- (CE)y has used several levels of student involvement in program
planning, decision making and operatcions:

1. Students are represerueé on the (CE)2 Board of
Directors and can submit reeammendatlans té the board

through thELr representative.
2. Stuaents_have served on sgecifié task forces to

develop elements of the curriculum and to help plan
student orientation.

/ : . 169
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3. The opinions of students in the program, solicited
-through surveys, questionnaires, interviews and .
debrleflng sessions, have provided essential data for
program evaluation (one of the purposes of the annual
ICE) staff/student retreat has been to obtain student
évaluat;cns .of program features and fecamméndatlans
for change).

4. ‘Graduating seniors have been asked to critique the
program (the first such critique at the close of the
* 1972-73 school year hatped identify tasks for the
staff's summer agenda of program !revision); graduates
have also been followed up for their perspectives on
the program through questionnaires and 1nterv1ews. |

5. Students already in the Pragram are frequently asked to
b help ar;ent new students ta program details.

, ] i
[ 6. Students have served as hosts for Program v;sitars and
have made Eragram ptesentaﬁ;@ps to many different

Surveys and Questionnaires

The research nature of (CE) 5 required the development of various
instruments to assess the attitudes and opinicns of individuals
coming in contact with the pProgram. While other sites imay not
have as detailed an evaluatlan préeedure as fﬁE)g. some of these
questignnalre formats may\serve other programs' Planning and
.cammunlty involvement purposes. The following list indicates
some ai the 1nstruments used by - (CE)5 to prov;de feedhack t@ the

program: .

ii':Stgdggt Opinion_ Survey assesses’ (CE); students’

attitudes toward work, the EBCE program and its
" learning outcomes and their reasons for Jalning the

program

2. Parent Opinion Survey: assesses (CE) 5 parent
perceptions of pProgram strengths and weaknesses,
benefits of the program to their sons or daughters and -
the éxtant of their lnvalvemént in the program

3. Playéf Dplnlan Su;vey. asks émplcyer instructors

! : for various kinds of information including how they
- became involved with (CE), -:nd the impact of (CE),

on their company
/
4. Visitor Questionnaire: asks visitors how they first

1ealneé about (CE) 2, what they observed, their overall

170 : o B




Community Relations (Item 8)

(U X

( )
‘ ‘ 1mpresslan5 of the pragram, what asgécts of the
program they wauld like to see tried 'in other
school dlstricts and their. de;ire for’ adaltlanal

;nfarmat;an

5. (CE)g Staff Questlannalre* asks the staff to rate
the importance and perce;vgd effgetJvénéss of the . i
. program's léa:nlng strategies and student 1ea:n1ng
outcomes; also asks staff to give their pgrceptlnns
- of factors contributing to and limiting | ‘the success
af the Pngram ahd changes they would st gest ’

6. (CE)2 Graduaté Interview andggggstlannalre
a combination telephone ;nterv1ew and brief
quest;anna;re asks about the educational and/or
vocational activities of (CE), graduates and their
pércgptlaﬂs about what they ga;neé from the program

- ' CROSS~REFERENCE —_—

Sample opinion survegs ‘and guestlanna;res used by (CE) > will be
displayed 1ﬁ~tbe Evaluation handbook. .
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— Meet information and liaison needs of governing/
E’ advisory boards and participating school district

Fx

GOVERNING AND ADVISORY. BOARDS.
. \ | !
Governing and advisory boards need a comprehensive and detailed
understand;ng of the program to determine EOllClES regafdlng
1. prooram ﬁanaggment—-ingluding budget, business
procedures and financial status

2. stuﬂents—sincluding éntry/éxit'précaauresi progress
in the program, attendance and general welfare

3. the instructional program

4. personnal--including hiring and dismissal prcredures,
performance evaluations. and staff development
activities

Advisory boards will probabiy be more concerned with students and
“the instructioral program than with personnel and management
details, but their 1nfcrmatlon needs are almost as braad as those

of a g@verﬁ;ng board.

=

(CE),'s Strategies for Communicating with Its Board
= . : ; A
At (CE)5, the program administrator talks Erequently with board
members on an informal basis to brief them on program activities,
and the board meetings themselvez are a major way of sharing
information. Agenda items are planned by the program administrator
to give board menbers as ccmplete a picture of (EE)2 operations as
possible as the basis for their dec151nn making. :

\infarmatién is conveyed to the board at regular meetings
‘primarily through monthly written reports from the program
administrator and supplementary verbal presentations by program
participants. The administrator's m@nthly report covers the
general..status of the program, inclvding a financial statement and
an accounting of actions the administrator has taken in managing
the program on the board's behalf. It is mailed tc board members
in advance ¢f the once-a-month méetingsi

Verbal presentations are made at baard meetlngs by the pragram
administrator, individual staff members and students. These
presentatlans may be ar:anged by the program aﬂmlﬁlstratar to
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g amplify some aspect of the monthly report (staff members
explaining their work, for example, or students sharlng their
experiences on employer sites) or may relate to a specific request
for board policymaking (students petitioning for additional
representation on the board, for example, or asking for !approval

Y of a student government plan). - SN i

: 1

The (CE)E admlnlstratar also laaks for ways to involve baard
members in.the life of the program outside the contéxt of their
meetings, helping to’ make the organization as personal to them as .
passibie. Mgeting spaca is available at the leqrning czem;er.P for.
general), and bcara members ‘are encéuraged ta v151t the :énter to
meet informally with staff and students over lunch.

PARTICIPATING SCHOOL DISTRICT

l |
Channels of ccmmunlcat;an should be set up betieen the district and
Program to sharésinfarmatlan about students and program agéfaticns.
School district administrators will need to know how the pfagram
is working in the community and how studenté ara pragr2351ﬂg in
it. They should be given opportunitiesg to/ observe stuﬂents at
learning sites in the community and to meet with emplayer/cammunity

" participants to discuss program issues. ;

If the Pragraﬂ has its own governing board, separate from the school
district board, ;t will be necessary to establish .some kindlof
working agreement between the pragram and the pa;tlcipatlng|dlst:1ct
or districts (§ee pages 38-39). "The district might also de: ignate
an individual to serve as administrative liaison with the pﬁagram
and someone from the high school teaching staff to interact
regularly with EBCE personnel, becoming an "expert" en the Program
and providing information to other district teachers. D;strléts
l planning to operate the program themselves might also find 1t
beneficial to designate such a liaison person from the high school
teaching staff. \
There will be many appartunltles for mutual exchange of 1nfarmatlan
and assistance between the program and the district——pragram staff
helping district staff locate community resources for other
programs, for example. The transportation needs of EBCE might be
coordinated with other district programs such as cocperative work
experience. The district should also be aware of the need to keep
EBCE staff informed about such things as: inservice meetings,
resources and special act1v1ties at the high school for both staff
and students, particularly if the EBCE learning center is located

I3

off-campus. A

1
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Specific (CE)p/Tigard School District Liaison Activities

Frequent contact has been required between (CE), and the Tigard
School Distridt (prlmar;ly the superintendent, central office
staff and high school pr;nc1pal) to maintain smooth two-way -
communication.|--Liaisen-has been largely a matter of person-to-
person contact|and has included regular briefings between the (cE
administrator and district sugérlntenéent and his staff, as well
as three yearly progress reparts ta the Tlgard school bcard!

,Since all (CE) 5 students receive a standard hlgh schocl diploma
from Tigard, the schcol district is kept informed of all
curricular plans and policies. The (CE), Board of Directors
includes designated representatives from the district, and (CE) 2
has formalized its relationship w;th the Tigard School District
through a lettej of agreement that ‘details responsibilities and
pr@éedu;Es for WEétlng the specific information needs of both
partles. ! : -

The (GE)g Studerit coordinator and Tigard High School counselors
work élasely in pxchanging student information and records, "
particularly at the beginning of each school year, durlnggsema ster
bréak and at the end of the year--whenever studentsgigﬁér the
program, transfer or graduate. The student coordindtor has access
to the records.of all students applying for thefﬁragram and keeps
the high school dounselors informed abaut sfﬁﬁent prhgre:s in the
program. The counselors keep the student coordinator up-to-date
on commencement aptivitiés so that (CE) 5 graduating students have
the same information as Tigard- H;qh School seniors. If there are
any problems at tHe h;gh school involving a (CE)B student, the

A

- high school ccunseilors or administrators call the program
ruds;t coordinator directly to work out remedia

administrator or s
orocedures.

|

In additian ta ad ’flstratlve l;a;san aEt;VltLEg; the T;aard
(CE);. Thls persan is a llnk getween the H;gh sch@ﬂl stafr and
the program, keepinc i 1 ' i
activities and any questions or concerns high school staff members
may have about the crogram. =

, / _
— — \ - CROSS~REFERENCES = e e —

The (CE)p/Tigard Schsqi District working agreement is displayed in
Append. D. B v ) . _{

See "Business Management," pages 103-]0€6, for discussion of
1 f;nanclal reports fér various audlenaes.
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Meet information and liaison need: of program staff and

1 (] district teachers

PROGRAM STAFF

An EBCE staff generallj needs hhe following klnds of information to
perfc rm effectively in the program:

1. orientation to the program

z

2. faé;l:arlty with esach othek's éles and tasks

: m

3. coordination with each other on program-related
activities

-

4. knowledge of adm;n;stratlve d22151ons that affect
program operations L

< 5.. ongoing information on students and student pfcgréss
EBCE involves staff and studer.ts,.in so many alvergent actlv;tles in
and arnund the Eammun;ty ‘that it is essential to provide’ some- means
for staff to share their schedules with each other and know :

g students' whereabouts at all times. (CE); has attempted to meet
these needs by (a) requiring students to sign in and out of the
learning center and keep staff posted on their daily activities

*and (b) keeping weekly calendars of staff activities. The system
for keeping track af student time has been’'very efficient (see
Studant Serv1ces, Item 1l, for procedures), but it has been
d;fflcult to have a system for staff calendars that could keep
pace with schedule changes. Other sites may be able to resolve
this in angthe; fashion. .

Staff meetings are, of course, a primary means of sharing
information. At (CE); the program administrator generally suggests
and posts an agenda prior to each meeting; 'staff members then add

; Jtems they wish to discuss. Staff meetings also include detailed

' discussions of individual students' progress throughout the program
year. ’ .
Staff retreats aan also play an important role in prograr =,\
interactions. (CE)E has usually held one staff/student 2treat in
the fall. of each year and a staff retreat later in the vear.

.. These twe—- or three=day sessions away from the dearning nenter

~have helped to generate a-spirit of "cammunlty" Eor the progeam,
BN

e
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DISTRICT TEACHERS

The district teaching staff's attitudes toward and opinions about
EBCE will have an influence on public opinion, district acceptance
and student and parent attitudes and interest in the program. A
positive opinion of the program among principals, teachers and
counselors helps students feel confident in selecting EBCE as an
Slternatlve- :

What Teachers Want to igpw About EBCE

-District teachers need clarification of any differences in _

provisions for EBCE staff concetning working hours (if the program

day differs from the regular school day), compensation, extended

cohtract time and so forth. They will want to know why udents

move on -and off campus (if the learnlng center is lacated in the

high schocl). They will also need clarification if exceptions to
o existing rules are made for EBCE students (permission to smoke in
v the learning center, for example).

Teachers will evaluhte EBCE in terms of (a) student outcomes and

(b) the program's impact on.the community. EBCE administrators %
should keep local teachers informed about program developments

‘and student progress th:augh faculty meeting presentations and
staff and program newslégFers, as well . as articles in legal
newspapers and other general cammun1ty=61:EEtea media. It should
be noted, however, that teacher perceptions af th+ program will be
acqu1:ed as much through observations of students .n the program
and association with program staff as from 1nformat + ial meatings
and rrinted materials.

Guidance personnel should have 2 good understanding of the pragfam
to speak knowledgeably of it to studénts, and the entire faculty
should be aware of Ehe stuﬂent recruitment Schedule.

meet studant needs not met in the general educational system,

rather than leveling criticisms at the local disfrict. Point out \
that EBCE is one alternative among many for students, and that it. §$;
can flourish side-by-side with traditional classroom education. \
EBCE should not be "defended" to district teachers but should be
described as a camglementary agt;un for some =tudentz and staff
to canslde:. . i

When descrlblng EBCE to teachers, emph351ge hhat the program helps \\

(CE)E'S Introductign'tc Tiggfd.Teacﬁers

Early in planning for (CE)j3, a small group of teachers from the
high school (including the head of the social studies department
) .
e | . ~
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"Suggestﬁ'ons for Dngoing Program/Teacher Liaison |

Community Relations (Item 10}

work ﬁxgerlence pragram) were asked ta meet Wlth EBCE staff to
1dent1fy teacher ccncerns and questlgns abaut the pragram They
entlre hlgh schaal staff and to becane adv@cates of the pLDgram with
their tellow teachers. '

The program was introduced to the high school faculty at a

regular afternoon staff meeting. After the meeting and thfroughout
the following day, EBCE representatives were available in a
designated room of the high school to discuss the program further

with interested individuals.

There are many different ways EBCE might be introduced to a
faculty, including working with small groups of teachers by
departments or an afternoon workshop for teachers (with the
possibility of released time). Keep in mind that meetings may be
more productive in the morning than after a full day of classes

and that small-group discussions are frequently more fruitfu?l

than large-group ones. Rememb::r also three basic suggestions for
any presentation--make it visual (with transparencies, slides or
other techniques), hand out descriptive literature and concentrate
on aspects of the program that will help to allay audience concerns.

5

\
EBCE staff ahDuld give credit tc¢ ° :al teachers whepever pﬂs;;nle,

acknowleﬂglﬁg the pluses of EBCE students' prior educational
experiences and recognizing teachers for any assistance they

give to the program. They shoul¥8also listen to both sides

in any instances of contention or misunde:stanéinérbetween EBCE
students and hlgh school teachers or adminji: x"fatcrs. In addition,
EBCE staff should assist district teachers whenever feasible-—
locating community resources, for example, or dizcussing application
of EBCE materials and procedures to meet teacher needs. EBCE
staff can show teachers how to use program techniques in their own

teaching situations.

If the program is housed in the high school, EBCE staff members
should be in touch with their fellow teachers {attending formal
and informal faculty activities, for example) tc offset any '
cliquishness tﬁét might be assumed bpecause of the intensity of an
EBCE staff's work. If the program is housed separately from the
high school, EBCE staff members risk b21ng "invisible" to district
teachers. Thls sho:14d be offset by ongoing llalscn betwean staff
members and hlghiﬁﬁhcﬂl teachers. ¢

( )2 found that 1nt3fe5t in and supparf for the prcgram grew
arong high school admir! istrators and counselonrs as those
1nd&v1duajs worked wilu program statf on various operational

u'l""'ﬂ
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details. Other programs should seek ways to involve local

teachers in the program without adding to their ..gular teaching
burdens. Such involvement could include a series of visitations
for high school staff to observe the program in operation.

Teachers could be represented on the program's advisory board,
intern at the leéarning center or attend summer workshops with EBCE
.staff and/or students. |
: \ i _

S —  CROSS-REFERENCES e — —

informational meeting on EBCE.

See "Personnel," pages 79-86, for more specifics regarding
program staff orientation and interactions that are necessary to
the efficient operation of the program.

The student-related information needs of program staff and (CEig's'
systems for meeting these needs are detailed in "Student Records,"
-. Student Services. See particularly Items 2 and 4.

{.
L
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Meet information and liaison neads of EBCE students
and parents

STUDENTS

Students' understanding of the program is essential for their
effective participation in it. They need a thcrough orientation
to "hause rules” and operational details o:. the program and a
cléar\gidérstana;ng of their rights and responsibilities. Ihey
also nezd systematic, ongoing feedback on their learning progress |
and personal growth in the program. In add;tlan, students need
channels for sharing ideas with each other and with staff, .and
they should have a role in program planning and d22151an maklng.

A\
\

(CE)Z Procedures for Meetiri‘g Student Information Needs

e,

(CE)E students receive information about themselves and the program
primarily through personal contacts with staff, employer instructors

and each ather.. (CE)E staff try to be 235111 acEESSLHlé to studEﬁts.

feel gécd abcut themselves and their Eftc;ts in the pr@gzam!

The first wzek cf the school year is spent orienting students to
the program. A student handbook is distributed to serve as a
reference to such details ‘as program completion requirements,
school year action Zones, the student accountability system aﬂd
*ranspartat;an Eracedures. : n /
/

The proyram has detailed Pra:edures far glannlng anﬂﬁmagitarlhg
student .earning and fer guidance that are dESlgﬁiﬁ ta give students
continuous feedback on their learning progress and persconal growth.
A bulletin board (Student Status Board) in the learning center
shows students their own and each other's "progress in the program

§

'in an 1mmedlate, visual way via colored cards indicating each

student's current employer site and progress on projects and
ccmpetenc;és, (CE), also has an apen records policy giving

students full access tec their own program-related 1nEarmat;ani

A student gavernment plan q1ve: students tha right to form warklag
committees to address specific issues and to elect a representative
to the board of directors (one from returning students for ths
first half of the year and one from first-year students for the
second half). The student represantative is a voting member of

* the board. \
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(CE)2 also provides opportunities for student group activities to
counteract the isolation that can be a problem with any
indisidualized i..structional program:

A staff/student meeting is shheduiea approximetely once

a month, or more frequently 1f needaed. A bulletin
placed in student mailboxes prior to the meeting lists
" topics that the staff have identified for discussion and
asks for student suggestions. Tae final agenda is drafted
by the student coordinator. Agenda topics might include
routine housekeeping items  reminders to students about
transportation requests, confirming appointments with
employers aad turning in time slips, for examplas) a3 well
as discussions of program ﬁetalls (clarifying prc:edu_es
and so forth).

An annual staff/student retreat in the fall of each year
‘helps students increase their understanding of the
program and brings staff and students closer together,
“opening channels of communication and trust.

Year—end retreats for seniors give these students an

Qgpartunlty to foer suggestians fer 1mprav1ng the

program, as do yearly debriefing sessiuns with returning
students.

Soc*almggd informal act;v;?lgg for students, parents, staff
and board members have included an arnual fall picniec, a
! Christmas gathering and an evening dessert for graduating

students.

PARENTS

Parents of EBCE s*uuenfs need confidence in the program and
-»assusance that their sons and daughters are receiving an
=uiycation that compares favorakLly with conventional high school
Pprograms. Parental confidence in the program an” its staff is
also.critical because parents are a primary source of informotion
about the program to the community. 'I’hls confidence should first
be generated during student recruitmen To sustain their
confidonce, ﬁarents will need cant;nuw;g explanation of program
puypuses and characteristics and specific and frequent feslosox
ion what their sons and dauyhters are doing in the paOgram ant Sow
well they are progressing. :

-
ey,
R
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(CE)2 Pdrent Night--Orienting Parents to the Program

Although prospective parents are given a full briefing on (CE) 7
during ztudent recru;tment in the spring, participating parents
need a "refresher course" in what the program is all about when
the school year begins. To meet this need, (CE); instituted a
parent night in Qctober or November of each school vear. -All
participating parents are invited to the learning center to meet
informally wich staff members and each cther.

Parents generally liave a number of questions to ash about the
program and its abilities to meet. student needs. Thev want to

be sure that students are not "wasting time" and that they are
"learning something." They also want to understand the staff/
student relationship, which seems much less formal and structured
than in the traditional high school.  The (CE)p staff do everything
possible to make parents feal "safe" in their knowledge about
program cperations. '

Format for the (CE), parent night is ge=erally as follows:

1. Program administrater introduces staff members and
gives a brief explanation of (CEj 5, usually with
accompanying slide- tape present. tion.

2. Parents divide into three groups to rotate among

staff members--learning managers and learning
. resource specialist meetiny with each croup ci1 the
Tife vkills (expla;nlng Pro “ects " gumpetencies),
employer relations specialists er 1-ining the use
of learning sites in the communi‘: ‘with special
#:ztention to Exploration Pa-kages &1 onsite
Cee espectations for students) and program administrator

and student con:dinator explaining the student
actountability system and parent/ reporting.

3. Total group rééanvenes for questions and answe- 5.

Staff try to keep their presentat;cns brief, wlth plenty of t.re
for informal interaction with parents. By session's end, paren.n
have usually caurht the suppcrtive feeling of the program and 1%
askzng "How can I help? What can I do to encourage myY Son or
daughter?"” = :

Other (CE), Techniques for/Communicating With Péﬁents

(CF)E svaff{ keep in close touch with parents régaldzng student -
pregrass in the program. In addition to sending hrl;t&ﬂ raports

to parvents at the end of each of the action zi¢nes intw’ ‘which

student learning activitles are organi ized du;ing the yeaf staff

b
(o
Y
[
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divide parent telephone numbers among themselves and make personal
calls at the end of each zone to further discuss student progress.
These telephone contacts help make parents a definite part of the
(CE); team. (One student reported that his mother greeted him
with "Have you finished your project? Is your competency done?"

He said, "I didn't even know she knew those words!")

Parents come to the learning center for p~rsonal conferences twice
during the year and more frequently if desired or needed. The

twc scheduled conferences are set up so parents rotate among

staff members and talk ""ith each cne. The staff believe these
Eerscnal conferences f - ide an excellent opportunity to further
parent unée:standlng af program operations.

Parents ulso receive caplas ~f the student's computar career quest
printouts by mail so they can see which employer/community sites
their son or daughter is exploring. This gives parents some
tangible evidence of what their student is doing and the interests
the student is developing. It also helps parents see the extent
of the program's invglvement in the %pmmunity§

In addition, (CE)E holds informal st ff/student/parent get-togethers
during the year (a fall picnic, for example) and mails general
prorram information tgfgafénts throughout the year, including a
printed newsletter (see Itzm 6, page 1%39).

Involving parents as much as possible in Pragram planning and

operations nelps to generate strong marent support for the program =’

which, in tuarn, carries over to the community. Parent input to
(CE) , program decisions is provided .hrough representation on the
program's board of directors (two parent representatives, one from
feturning students and one rrom first-yvear students) and through
parent participation on various program planning task forces.

— ——— CROSS-REFERENCES — oo

The Student Serrices handhook contains seversl references bertinent

‘to the 1ﬂfgrmatlan needs of EBCE students and [arents, 4s f@JlaWs-

182

Details on (CE) »'s weak~-long student Ef‘EﬁfEleH are
contained in "Program ntry/Exic,” pages 2/-33. A rample
«tudent handbock .is displaye!l in Appendix A. :

) !

The staff/student retreat is discussed in detail in "Guidance,"
ITtem 5. . o

I'sc~edir:s for reporting studont prograss o inih students
and parents are detaile? in "Student Records,” Item 15.

¥y
o

LTS



Caﬁmunitg Relatiors (Item 12)

i

‘Meet information and liaison needs of students and parents

] 2 in lczal district

Parent support is an essential factor in community acceptance,
and peer understanding and acceptance of the program can have an
effect on students' desire to choose EBCE as an alternative.

Parents are naturally interested in knowing program purposes and
design. As taxpayers they want to know how much the program is
going to cost them. They also want to know who the prugram is
;ntended to serve, how learning is structured and directed, what
provisions ars made for student safety at emplnyer s;tes and if
EBCE students can receive regular h;gh school’ ﬂlp;omasi
Nonparticipating parents need ;=assurance that EBCE is not
diverting resources or staff from their own children's edusational

programs.

i

Student ususruitment is one of the program's basic processes for
hs:;ng imvormation with parents and students in the distric
otential EBCE.students and their parents need general information
concerning learning oppor mities available through EBCE. After
receiving general information, students and parents with a
continuing interest need detailed information on the program as it
applies to them.

n \Hn\

asic program 1nf§rmat10n may be communicated to students and
parents through flyers, displays, letters to parents, classroom and
targe-group presentaticns and ‘articles in school and local
newspapers. Prospective applicants and their parznts may be
contacted individually by staff members (in person or hy telephone),
invited tc student/parent group presontations, gi-ren brochures and
rore deta;led program information and, if ‘the program is already
.operational, invited to :7 open house at the learnirg canter.

o

flonparticipating students gain imp: :sions of /the program through
crntact with EBCE students. Program staff and students should
be aware >f this informal method of communicatiorn and of - e
"mess \ges” they are cending.

— - ¢ e CRISS~REFERENCE = e i

(CE} 5 student recruitment procedures, inciuding general inuformation
presentations to students and parsnts, are contained in "Program
Entry/Exit,” Stndent Services, pages L -22.
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Meet information and liaison needs of business an

o~ _

EBCE mus=t work cooperatively with both maﬁagement and labor to
ensure that its purposes are understood, that it can functien as an
educaticnal alternative in the cammunity aﬁa that thé rights cf

Personal contact will be the most effective, direct means of
informing business and labor groups and individuals about the
program. Personal contacts should range from informational
presentations at group meetings to involving individuals from
business and labor in advisory capacities for program planning,
review and evaluation (business/labor representatives constitute
the majority membership on the (CE)2 Board of Directors).

* EMPLOY ER/COMMUNITY PARTICIPANTS

iha internal employer/community publiic of an EBCE program scn5;sts
of all the people in the community who have agreed to serve as
resources for student learning--employers who have committed their
Places of business as learning sites for students, employer )
instPuctors and community resource people, tutors and competency
certifiers. After being recrui‘ed into i‘he program, these var;aus
participants need

1 1. an orientation to the program and their roles in it

2. pertinent information abcut the students with whcm
théy wili be wcrklng

3. feecdback on the;r éffectlveness in the;r given precgram
roles

4. varying arouncs of ass.stance depending on their role--
from the detailed liaison and training needs of employer
instructors to che minimal assistance needeé ‘by

EcmpetehEY certifiers !

Bsasicalsy, the program will need some reqular methods for maintaining
effective two-way ~ommunication hetween staff and emplo yg r/community

O 184 ] .
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resource people and among the resource people themselves.
Participants need channels of communication open to them for making
suggestiors for program improvement and for receiving feedback on
their suggestions.

gart;c;patlng in the p:agzam at thcse 51tesi These st:ategiés have
specific implications for program relations, hut they are described
fully elsewhere (see cross-references listed on page 138).

(CE)p staff members provide continual support to employer instructors
in their work with students. Tutors and competency certiriers do
not require as extensive involvement with program staff to fulfill
their roles with students, but staff members are in personal contact
with these community individnals, too, whenever needed.

and canmuﬁlty relat;ens actlv*t;es, Such as gresentaﬁlgns ta grgugs,
helps to keep them informed and interested in the program. The

(CE) 5 administrator holds frequent informal meetings with community
participants in the program, individually and in small groups, to
bralnstarm various issuas.of employer involvement in (CE)E——er
example, legal relationships between the program, employsrs and
labor, and ways in wiich employers can be personally helpful to
students at their sites. In addition, whenever employers and
community resource people attend a (CE), function, their evaluative
feedback is sought by means of questionnaires or discussions.

Participants need to know how vital they are to the success of the
prcgram. At (CE)E, :ertifiéates Gf participatisn are giVﬁn ﬁaA

ipstrugtqrs, Staff alsa handw:;te East cards af thanks ta anyane
who takes part in the program (the program has i" s "logo"
‘imprinted on pcst cards as well as stationery).

/  Sstrategies that mignt be developed by other .3CE sites include
e fall program get-togethers for community participanis and the
’ students with wnom they will be working and an "honor roll" of
Partlclpatlng empliyers and businesses posted in the learning
center. A téstimcnial dinner at the end of each:school year
ﬁught give additional recognition to employar instructors and
‘other ccmmunlty participants. '

i
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I

BUSINESS AND PROFESSIONAL GROUPS

The program should be explained to employer groups whenever possible
(community and even statewide employer associations, for example) to
encourage a more widespread understanding of EBCE. "Spreading the
word”" to émplayer groups can undersccre and enhance site.recruitment
efforts and also foster general community support. The local
Chamber cf Commerce is a basic employer audience for receiving
general program information, as are groups such as Business and
Professicnal Women, Rotary and Kiwanis.

Local or state representatives of national organizations such as

the National Alliance of Businessmen and American Association of
Training Director:s should be made éwarg of what EBCE is and how it
operates. National interest in the program can greatly aid local
‘employer recruiting efforts. Local, state or regional offices

of national business and professional groups are logical additions

to mailing lists to receive program newsletters and @ther des;rlptlve
materials.

State regulatory boards | various professions may also need
general information about EBCE.- (CE); made a presentation to the
Oregon State Board of Cosmetic Therapy, for example, in response
to a question about placing a student at a local beauty school.
The Cosmetic Therapy Board members needed to know about the nature
of student learnlng activities .at tﬁe beauty school to agree that
the site could take part ln tl.e EBCE program.

'LABOR

The American labor movement has always been concerned with quality
educational opportunities for young people and with the rights of
students. as well as workers. Labor organizations have vast
experience in training young people and can offer valuable support
to EBCE programs if they understand program goals.

Programs should adopt policy stat=ments and procedures thet clarify
their position on matters such as the learning status of students.
These statements should emphasize _that EBCE is a learning progranm,
not a training or apprenticeship prcgram. and should alstingulsh
clearly between "workers" and EBCE student "learners.

Policy statements wili be only 'one step in clarifying program
operations to the satisfaction of labor representatives, however.
Another major step will be to involve labor representatives
actively in program planning and governance. This should mean
not only régfgsentagian on the program's advisory and/or governing

- ) /g 1;;1}
Q '

eRSc o o L

Aruitoxt provided by Eic:



Community Relations (Item 13)

boards, but also inclusion of union spokesmen in program gask
forces attending to specific planning details.

Educators who have had experience ian dealing with unions may be of
assistance in establishing contact with union officials. Labor
representatives on the program's planning, advisory and governing
boards should also be asked to help set up meetings with officials
from various unions in the community as a preliminary step in
building program support and paving the way for potential student
placements at union shops. Labor officials might be encouraged to
attend EBCE advisory board meetings and could also be invited to
attend employer instructor training sessions. Union offices
themselves might be developed as sites for student learning, and
union representatives should be asked ta\partlalpate in employer
seminar presentations. s

(CE)2/Labor Liaison : \

(CE)» has three labor members on its geve:ping board, representing

local, regional and state-union interests.' (A program located in

a heavily unionized area may want an even larger union representation

on its advisory or governing board.) -
i .

(CE)2 did not seek specific -ndorsement frn% any one labor group ’

but worked instead with individual labor léaaers and loceals to

build understanding and support for *he prcgfam.

As (CF)> began operation, program representa&ivééamet with the
executive committees of county central 1ab@r\caugails in the
Tigard area to inform labor representatives about (CE)2 and
establish some agreement as %o how it couléd w&rk with labor. 1In
addition, a labor representative was contacted to help identify
union locals and labor officials who should be aware of the program.
These included leaders from locals that might be represented at

/ pot:ntial learning sites in the community, as well as local opinion
leaders in ‘he union movement. ﬂ

An introductory letter was sent to identified urion officials
briefly explaining the program, naming members of the governing
board and listing the sponsoring agencies. Mee ings were
subsquén*ly set up with individuals and groups !-o 1nt:§duce
program concepts and appropriate staff and to héar specific labor
questicns and concerns. Labor representatives wio could see
potential "pressure points" in the placement of t:E)g students a*
specific sites were asked to leave their cards so program
representatives could contact them later for followup discussions.

. (CE)2 labor contacts resulted in some specific sﬁggestiens for
- . . . . - i . . -
strengthening union support of the program. These included
(a) holding periodic small-group meetings with union representatives

[
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from locals in ‘lie community, (b) keeping .."ficers of counuy labor
councils up to .irte on the program, (c) developing an understanding
with these officials that program representatives would contact
them immediately for their assistance if problems should arise
regarding specvific student placements, (d) inviting labor
representatives to tour the learning center and visit participzting
emplovar sites and (e) using labor councils as a resource for
locating speakers to talk with EBCE students about tie role of .
labor in business and industry,

EE— -~ CROSS=REFERENCE S = ——r -

Impact of child 1.5 -~ laws on program policy is discussed on
page 220 of Apyenjix B.

Procedures for reporting student-related information to emplayfr/
community participants are detailed ir "Student Records," Student "
Services, Item 15. : J;

The employer recruitment process is fully- detalied in Employer/
Community Resources, pages 3-60, 1nclud1ng suggested procedures

far contacting gatentlal gartlslpaﬂtéf pages 26-29; general concerns
..id -information needs during récru;tnent, pages 30-40; and
suggestions for materials to use durlng recruiting, page 45. Aan
employer information packet is dlSPIaged in Appendix C. This
packet also contains a (CE)2 paligy statement clarifying the
prEVIEléﬂS under Wﬂ;ch bath emglayers and students partzelgate in

:elat;énsb;g of the Ergg:am ga ths Fa;z Lab¢: Stgﬂdardk Acti

Copies of the (CE)z work for pay and productivity statements are

.displayed in gmpigger/c ommunity Resources, Appendix N.

laa
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Meet, information and liaison needs of community=-at-large

14

Basically, community groups need general program information,
which can be transmitted through a variety of channels including
personal contact by staff members, presentations and mailings,
news releases, interviews and feature stories in local

media. The community-at-large should also be represented on the
program's governing or advisory board. (CE); has one member-at-
large on its board, and this position has been filled by various
people active in Tigard civic affairs.

Each community has groups concerned with community development and
educational opportunities- for young people. These groups include
civic and service organizations such as the League of Women Voter
news releases, interviews and feature stories in local media. -
The community-at-large should also be represented on the program's
governing or aaviégry board. (CE)z has one membear-at-i:. % on its
board, and this position has been filled by various people active
in Tigard civie affairs.

' There will be other, less formally organized groups that should be
informed about EBCE, too. These groups include taxpayers if the
program is operated by a school district and "neighbors" if the
learning center is located in the community adjacent to business
and professional offices or residences. Communications can also be
targeted to particular segments of the community--senior citizens,
for example, whose time and expertise might be an invaluable program
resource.

| I
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Meet information and liaison needs of educational

130

I 5 community

OTHER CAREER EDUCATION OR COMMUNITY-ORIENTED PRDG?AMS

i

EBCE programs should establish and maintain liaison with othey
educational programs that draw from the same community resources
or share similar purposes with EBCE. This liaison could inciude
presentations to district advlzary groups for career or vocational
aducat;an, for example.

The administrators of other programs need information that lets
them put EBCE in perspective with their own efforts. They should
know EBCE's purposes and the students to whom it appeals. They
also-should know the general EBCE p:@ceﬂuréssfar student learning
in the community. The scope of EBCE as a comprehensive educational
program encompassing Life Skills and Basic Skills as well as
Career Development should be made clear.

Cooperation has marked (CE)E s relations with other programs in the
Tigard district, which include community-based junior high scheol
career exploration and high school cooperative work experience, work
release and an Alternative Futures Program 1nvalv;ng onsite study of
local government and social service agericies. (CE)» staff, for
example, helped the Tigard High School staff establish procedures
for tapping community resources for the Alternat;ve Futures program.
A Tigard School District administrator noted many possibilities for
cooperation among programs, including sharing information about
employer/community resources, drawing from EBCE experiences in
planning junior high school career exploration and coordinating the-
transportation needs of programs moving students around the
community. This coordination requires a pooling of information
about needs and resources.

COLLEGES AND UNIVERSITIES

Colleges and universities are interested in EBCE's ability to
prepare students for postsecondary education and in the program's
credentialing procedures.

Contact with college and university officials will generally be
person-to-person, involving letters, telephone calls and
conferences. Groups or associations of college officials in the
area could be reached by informational presentations on the program
and periodic artlcles in association newsletters.
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Direct involvement in the program can, of course, enhance
understanding of it. Postsecondary institutions in the immediate
area, community colleges in particular, might become community
resources lor student learning. For example, (CE) 2 has involved
physical education students from a neighboring university in helping
(CE) 5 students prepare for the physical fitness competency. (CE)»
has also, on occasion, enrolled some of its students in courses at
a neighboring community college. 1In addition, collegs officials

can serve on program task foreces to study specific issues and

review the program's credentialing format.

If the program is located near a teacher training institution,
there might be mutual advantages in frtering a close working
relationship with that institution. Teacher training programs are
potential sources of tutors and EBCE sitaff. Aspects of EBCE

might affect the teacher training itself, with trainess observing
EBCE's strategies for personalizing learning, team interaction and
mandging the data involved in an individualized program.

!

OTHER EDUCATIONAL AGENCIES

Any EBCE program will find it necessary to establish ongoing
liaison with some or all of the following educational agencies or
groups : .

"1. school districts receiving former EBCE students as
transfers

2. intermediate education districts that ecan offer
services to the program

3. state departments of education

4. .state associations with regulatory functions relative
to students or programs. (a student activities
association, for example)

i ters ted groups and instituti - 7 want general
information on program develor- “udant
achievement and other evalu ta

School districts receiving transfer .iudcits need to know how
student learning in the program can be translated into their
particular credentialing system. Agencies offering services should
know. about program needs and eligibility for their services. A
state department of education needs to know how student learning

in the program meets state standards- and requirements.

Iuy 191
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relatlvE ta thélr SPElelC concerns. Far examgle. \CE)E
negotiated with the Oregon Szhool Activities Association to obtain
the clearances necessary to allow (CE)Z students to participate in
extracurricular activities at Tigard High Schodl. The association
needed to know the enrollment status of (CE)2 students and wanted
access to individual student progress reports on a periodiec baSLsg
if necessary, to verify student eligibility to participate in
school activities.

Interested groups and institutions may desire Presentations on the
program, printed materials or learning center or employer site
visits Some groups may have specific information needs
(foundations or institutes that might be potential sources of
funding, for example, or potential adopters of the program from

other districts).

- ———— CROSS~REFERENCES ——eeer

College and university officials will have specific information
needs relative to student applications for admittance. These

. needs are discussed in "Student Records,” Student Serv1ces,
Ttem 2 and Appendix D.

(CE) ; procedures for providing program infgrmation to school
districts receiving EBCE transfer students are discussed in
"Program Entry/Exit," Student Services, pages 37-38.
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‘Provide for ongoing evaluation of community

] B relations efforts

E

It is virtually impossible to separate an EBCE program's community
relations activities from total Erogram operations. Almost all
aspects of the program require community cooperation for
implementation. Evaluation of community relations efforts,
therefore, is essentially a matter of program evaluation. You
should develop criteria for assessing the extent of community
support for EBCE and assess that support level periodically.

Consider various indicators for evaluating 'the Program's community
relations: overt demonstrations of support from individuals and
groups (percentage of community's employers taking part and
endorsements by community groups, for example), frequency and
number of requests for program information, length of time
participants remain in the program, reasons employers give for
leaving the program, percentage of refusals to participate and the
reasons for refusal, letters of commendation and criticism, :
citizen comments at school board and advisory board meetings and

"so forth. t

Questionnaires can play an important part in evaluation, as can
interviews with program participants (see Iggmxaf’gages 170=171).
Questionnaires can assess respondent perceptions of program
operations, attitudes teoward the program and impact of the Program
on them.

- CROSS~REFERENCE —eee—e —

The Evaluation handbook will contain guidelines on evaluation of
all aspects of an EBCE program and include sample questionnaires.
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APPENDIX A

Alternatives for the Operating Base of
an EBCE Program

The following material offers an overview of two options for
' 'r7 3n EBCE program:

~ an alternative educational prugyram within the
regular school district structure

2. as a private, nonprofit corporation governed by
its own board of directors and offering its
program in cooperation with a school district

Each of these alternatives allows variaticnas for lecation of the
program's learning center, and the apr-ndix briefly lists
advantages and disadvantages of these variations. We are not
attempting a comprehensiv :nalysis of the pros and cons of
install. g an EBCE program "within" a school district versus
"outside” a school district or locating the learning center on a
school campus or off. What we hope to give is simply an "idea
prompter” to aid you in your own deliberations.

ERIC
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Appendix A (Operating Alternatives)

ALTERNATIVES FOR THE OPERATING BASE
OF AN EBCE PROGRAM

OPTION I: EBCE operated within the regular school district
structure

The EBCE program would be kept intact as a total and
comprehensive educational alternative but would be managed,
staffed and supervised by the school district. The school
district would govern the-EBCE pProgram through its hoard of
directors and district administvation. An advisory group
representing program participants and the community would be
formed to assist the schobl board in making program decisions.

OPTION II: EBCE operated as a private, nonprc©it corporation

A private, nonprofit corporation would be form .. (A

nonpr U «cr]  .cion does ..ut issue stocks or distribute
profits. It has members who may hold various clasces of
voting rights. Directors may be elected by various classes
of members. It must have articles of incorporation; it may
also have bylaws. It must be granted a. corporate charter
from the state in wiich its hecadquarters is located.) The
qoverning board would be elected by those participating;
rembers would renresent parents, students, the community at
large, public schwol officials, business and labor. The /
corporation and EBCE program would exist as adjuncts to a ’
specified public school district that would receive donations
from the corporation in the form of specified educational
services for a given number of students. Students would be
drawn from the coopevating public school; hence, educational
status would be that of a public school program.

With either of these two ¢ ption .. the program's learning center
could have two possible locations, giving the brogram varying
degrees oOf identity with the school district and other high school
programs. The learning center could be located -

a. on the high school caméus or

b. at an alternative location in the community

o 5;: !‘;’. i » ;;S 199
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A COMPARISON

Governing Structure

1.

200

2.

3.

School District Governance
EBCE advisory board needed
to represent program
participants

school district would
exercise control over
program

lengthern~ ~  as
O L n betwveen EBCE
. and policymaking
noard \

OF

4. provides direct communication

5.

3.

9.

and accountability between
program and school distriet

might result in school
district policies being

applied to EBCE that are not

appropriate to the program

‘would ensure compatability
between personnel policies

for EBCE and school district -

" parents and students might

consider it a "safer" option

shortens lines ‘of
communication between
program staff and district
teachers

could share in district
services such as
ﬁﬁianspmrtation, materials,
1 ¢ personnel

ibra

ALTERNATIVES

4.

Private Nonprofit Corgoration

Program board of directecrs
directly represents
participants

allows experimentation with

new. policies, services, rules

and regulations without
involving entire school
district

shortens lines of )
communication between EBCE
staff and policymaking
board

requires :oordination and -
agreement between program's
board of directors and
cooperating school district

"regqular"” school policies
might differ from those of
the EBCE board

teacher organizations may
exXpress concern about
compatability of staffing
and Tersonnel policies
with chose of the district
separateness of the
organization may inhibit
students and parents from
choosing it as an option

1éngthens lines of

communication and cooperation

batween Program staff and
district teachers

could negotiate shared
services through working
agreement with school

‘district
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Location of Learning Center

separate from School Campus

could enhance EBCE's identity
as a community-based program

gives students a definite

change in learning
environment

may be more costly than
housing learning center at
the high school

more conducive to enacting
rules and regulations that
might differ from those for
studerits at the high school

v

extracurricular act;v;ties‘
would be less accessible tp
EBCE students ]
EBCE students would be m@ﬁg
remote from social situations

with other students

might decrease ability to

. share services with the

high school

might require additional
transportation services

lengthens lines of
communication between program
and district

i)ej
f;.;g,

Appendix A (Operating Alternatives)

e

On High Schoo

g 1 Campus
program might be identified
more with the school tharn
with the community

students might see less
"difference” between the
regular high school
environment and EBCE learning
center

would help to minimize
program costs

would require more
coordination and
understanding between program
and high school (staff and
students alike)

extracurricular activities
would be more accessible to
EBCE students

would help EBCE students
stay in touch with other
students

easier to make use of
existing high school services
(library, resource centers,
counseling)

school district transportation
would be more accessible to
program

shortens lines of
communication between program
and district

%]
[
2]
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APPENDIX B

Legal Requirements for Cperating an
Experience-Based Career Education Program

!

The following analysis was drafted to help school administrators
identify the legal requirements that would have bearing on EBCE
programs. ' It suggests the kinds of legal considerations that
should pe given to any EBCE program, even though it has been '
based on Oregon legal codes, and includes some of the unique legal
ramifications cf the independently governed (CE)» model.

It should be noted that this material was drafted in Séptember 1974
and does not reflect any changes in state laws published since that
date. The organization of the material is similar to handbook
sections in that it begins with a checklist and then offers
narrative detail on each step.
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Make agreements with participating parents and students

Appendix B (Legal Fequirements)

CHECKLIST OF LEGAL REQUIREMENTS

Adopt board policy covering mult;ple aspects of program

Ensure services are not prohibitéd by collective bargaining

Gain approval of participating districts
Gai: state department of education approval of program

Execute contract between district and opera ting agency

Execute contract between district or operating agency and
employers

sh procedures for studenis in program to quallfy

Establi
school for state reimbursements

Establish procedures to assure confidentiality of student
records

Establish procedures for measuring achievement of minimum
standards for high school graduatien

Assure the availability of state-approved textbooks

Insure students against injury and other damages received at
employer learning sites and enroute to and from sites
Indemnify employers against loss resulting from student
activities on their premises

E;tabllsh pracadures for students to guallfy for participation
in- extraLurr;cu;ar and other school activities

Establish procedures for récarding student fulfillment of
compulsory attendance requirements \
Meet teacher certification requirements

Comply with child labor laws

Meet physical requirements for EdUCatana%ﬁfaCllltlES used
in program *

.,
R
<G
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106

3

%ﬁ Adopt board policy covering multiple aspécts‘gfvprsgram:

Explanation
The districts' policies related to EBCE should be clearly
established prior to beginning the prcgrami

It is important that policies be. expllclt, but- deal only with

. broad EDlle questions and not incorporate detailed administrative

procedurss that could be 1nh;b1t1ng.
9911E;35 might best be prepared to cover all alte:mative learnlng

programs in the, dlStILEt

Procedures

_The districi board shot uld adapi a policy covering the following

topics: \ ‘ ' : . .

1. student eligibility for the program and precedures for
selecticn of students :

2., purpose and services Lo be provided by the program

3. relatlanshlp of the program to other acaderic
Pragrams ‘eonducted by the ':hmcl E

4, resgmns;ﬁflltj %f;ggragram plannlnq and operation

5. portion of ‘& efélstI;CtS' academic rgqulrements that
cani be met by the pragram

6. methc& of measuring achlevemant af competencissg and
converting to minimum unlts ln :equlred areas of
study - :

7. meth@d cf c@mgutingjattendanéé,

“Bg-, meth@d of canvertlng achlevement Df camgetenc;es to.

ather schauls

-

9., method and Fréegéu:e éf_recazding.student prggf355=
10. school's relatlanshlp and responsibility to empléyers
11. Lntent and aufharlzatisn to contract w1th an o-itside

agency to operate the pr@gram, if thlS{prDcedu*e is
to be undertaken :

o Ve f ST

AN . F
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Appendix B (Legal Réguireménts)

12. responsibilities of students in the pProgram

13, studenzg*%aéEEss to other school activities and
services as welil. .as texts -and instructional
materials

14. responsibility fcr 1£5pectlan of sites for student
© safety ' :

15. liability -

16, discip 11ne

17. responsibility for reeérdkééping

Policies should be develcged cooperatively with the staff and
communi ty.

Ensure services are not prahib;ted bg :ﬂllectlvé bargaining

~
— contracts
Explanation

Ingréas;ng concern about job security Qf certified teachers is
resulting in, the inclusion of. restrlctlcﬁs on "contracted services"

in collective harga;ﬂ;ng agreements,

ThéSé pfaviéians may restrict the district's ab lity to contract"
with an outside agency or with Partlélga ting employers to operate -
the career Educatlan prograni, :

Procedures

It should be emphasized that EBCE daes place respon51b111ty for
Planning and catrying out students' learning programs .in the hands
of certificated pérSonneli People at community sites serve as
resources for the students. :

Collective bérgaining agreements sha 1d spe flcally

1. . exclude prav151ons :éstr;gtlng the district's ability
ta cantract for EBCE services or ’ '

2. include protective language specifically allcw;ng the
district to contract for ERBRCE services .
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3 Gain approval of participating districts )

Explanation

The program may be operated for students from several cooperating
_districts, Particulagly in rural areas,

An intermedfate eduéation district miéht aperaté the program,

A separate operating agency m;qht be deslgnated to provide services
to several dlEtf;EtS. =

Procedures

-If the program is to be operated by an intermediate education
district for several districts,\it may

1. support the p:agzam from its regular operating
budget

2. gain aggrnval by résolutlan of 2/3 of districts
-enralllng 1/2 of stgéents '

The intermediate education district may need to submit a plan to

" thestate department of education fcr approval. ’ e
Individual dlstLl;tS'need to-gain: aggrcval af th21r boards to
‘participate in a Eaaperatlve project,

Re]evant Statutes and Regulations

ORS 336.175, 1In add;tlcn to regulaf courses of study, any distriet
'school baard may make available to students extended educational
experlénces thrbugh publla and grlvate cammunlty agencles when

or at a lesser ens t than thé schécl dlstr;zt. Programs under thls , v
section may include but are not limited to work experience Efograms
wgonducted on a contractual basis’with individual employers or -

émglayer groups. : .

OKS §34 125, The ihtermediate education 6lstriét board shall
perform ‘all duties required by law, including but not llmlted | o« PR
(g) special education: ‘programs.

ORS 334. l75 Proposals fdr services and facilities to be
providedss.must be approved or disapproved by the Superintendent’/of
Public Instructlcn within 30 days after rECQlPt of the pr@pcsalﬂ

ERIC o
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'

‘ !

ORS 190.010. A unit of local government may enter into a written
agreement with any other unit or units of local gevernment for the
performance of any or all functions and activities” thet a party to

the agreement, its officer or agencies have euthez;ty to perform,

{a Gain state department of education approval of program

Explanation ;
New Oregon high school graduation requirements allow districts
alternatives in designing leeel programs,

EBCE meets minimum standards end is eeneletent with state department
of education implementation guidelines.

=

B SR . s

Procedures

‘Administrators should be -fully familiar with state standards and
procedures fer;geining approval of a local program.

"In Eiegerlng a local glen for submittal to the state department of
;edueet;en, particular ettentlen should be given to preceﬂuree the
school will use to E )
, n ! '
! I, equate learning experiences to achievement of
minimum units of credit in required areas of study

2. measure achievement of competencies

3. convert achievement of competencies to grade reports, -
if necessary .

4. convert participation in leern;ng experiences to
attendance requirements

State department.of edueetien'epprevel procedures can be expected
to change and evolve. Specific waivers may be necessary until /
more experience is gained in eeﬂﬂuetlng EBCE programs.

rediting are 7/

. Pereenel eenfereneee with the ceeralneter of ace N,
- /
lan. .

aéVlEEd prior to preperlng and subm;tt;ng ap

£
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5 Execute contract between district and operating agency

Explanation
A contract is needed when the district contracts with an "outside"
agency to operate the EBCE program.

Alternatives include the following:

1. The district may contract with an existing profit oxr
nonprofit organization. .

2. The district may encourage a group of individuals to
form a nonprofit corporation independent of the
district,

3. The district may form a nonprofit corporation
controlled by members of the board, staff and
students, : :

Pr@iedures

nDﬂPIGflt agancy undez the 1aws af Dregcn.

The district must execute a contract with the organization .
spelling out the duties and responsibilities of each, including

1. type af_édueational egperiéﬁces to be provided .-
2. number of séuéents to be: involved

3. liability of each Eafty

4iA rec@rdé to be maintained.... .

5. “duties of staff members

6. payment to nhe agency
Relevant Statutes and Regulations

‘ORS 61,051, Ccrparatlcﬂs may be arganlzed..,far any one or more
lawful purpases none of which is for profit....

OR3 61.305.. Dné”ér more persons of the age of 21 years or more
may incorporate a, nanpraflt corporation (new statute reduces age
of majority in Dregan to 18). ;f :

/
/ &

I"\ L

LR | N
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OFS 61.061. Each corporation shall have the power...to sue and be
sued. .. to make contracts. ..indemnify....

ORS 61.121. The business affairs of a corporation shall be managed
by a board of directors. Directors need not be residents of this
state or members of the corporation.

Execute contrac: between district or apérst;ﬂg.ageneg and
—_— employers - . .

Explanation

Whetﬁé;»the district oparates the FiCE program itself or throuygh
. @ ssparate organization, the Uullawisg must vrevail: '
1. Employers must slearly understand their
responsibiliti.s.
N , .
2,\ The district 237G operating agency musk indicate
clearly theiy responsibilities to amployers.

&

Procedures

An agreement shculd be ax:zcuted wi-% oaxt.ripacing auployers
specifying ' '

1. willingness of the employer to participate

2. maximum extrns of_ participation, including number of -
students an:i amn.nt of time onsite

.

.-3. person resporisible at the sit

i . .

4. types of éxgeriencéé employer would provide ; v
5. basis of any payment to employer

6. indﬂfgﬁifix:atian of the employer for loss and

damages
7.. records/reports to be made by employer

8. authority the employer hag over -students

[ERJ}:‘ \\ . T i - : | : L E{L;g' ! | h - » 211
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7 Make « ireements with participating parents and students
-Explanation
Parents and students need to uriderstand the program clearly.

Responsibilities of thé district need to be specified.

Praéedurés \

An agreement shauld.¥& executed with partlclgatlng students and
their parénts specifying .

-

1. acceptable means of transportation to sites
‘2. extent and type of student partiéipatign
3. district responsibility for student injury

4. district responsibility for granting diplomas

g Establlsh pracedures for students in program to qualify
— School for state reimbursements
Exp1anatian_ ' /

Dlstr;cts need to be sure students are ;ncludabl in éveragg daily
attendance flgures to qual;fy for state support,

State r31mbursement may be avallabla for trgnspartatlan of students
ta laarnlng s;tes. -

Proceduras S ‘ . : ;

Assuming appropriate appr@val,haé been'gaine' for the EBCE program,
students would be considéred "regular" .students in the district and
can be included in attendance figures. Regullar forms are used to'-
report to the state department of education. \ .

%

e

o

.
L
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Relevant Statutes and Regulations

QBSJBEZ;QiD, The Basic School Support Fund shall bé used
exclusively for the improvement and support of ‘standard public
elementary and secondary schools....Distribution shall.be made to
school districts which meet all legal requirements and which
maintain and operate a stancard school or which contract with
another standard district for the education of its students.

standard school until the school has been found to be deficient
by the Sugerlnﬁéﬁdent of Public Instruction.

ORS 327.103, All schcal districts are p:esumed to maintain a

ORS 327.035. ...each school d;str;ct which provides pupil
transportation to and from school...shall be entitled to
transportation aid from the transportation account.,.upon approval
of the Superintendent of Public Instruction.

ém Establish g:ﬂsedures to assure canfidéntlallty of student
- records ‘
Exp]ahatian

Use of amplcyar learning sites and an "DutSLdE" agency to operate
-an’ EBCE program results in student reca:ds being made and kept -
‘autslﬂe the scho@l building.

Conf;dent;allty of rrcards must be® assured.

Procedures

| Ccnfideﬁtiality requi ments should be stat d cle arly. s -
\ - /
‘ 1.

i

\ Eespanslbllity for keeplng recgras should be centered’on the

agency operating the EBCE program. A procedure should be establlshéd g
for permanent records. -

Employefs should be d;scauraged from keeping records cther than
tudents' names, addresses” and,t%lEPhané numbers.

o

B 2
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Relevant Statutes -and Regulations

ORS 336.195. (1) All student records maintained by 2 school or
educational institution shall be confidential and, except as
hereinafter provided, “shall be open for inspection only in
accordance with such rulés and requlations as the board shall adopt.
(2) The board shall establish rules and regulations to provide

‘that all student records maintained by any elementary or secondary

school in their district shall be available for inspection by any
parent or legal guardian requesting to see such records; however,

- student behavioral records shall bé/féleaseé only in the presence

of an individual qualified to explain or +interpret the records...

. '(4) Student progress records shall be available to all teaching

staff, to parents or legal guardians and, upon request, to other
agenciss having a demonstrated interest in the student.
) 1

. Establish ErQCédngS:fér measuring achievement of ininimum
— standards for high school graduation

-1

Explanation

The method of measuring competencies and assuring achievement of
minimum standards for ﬁiéh school graduation sheould be spelled out
by board poli¢y and in the plan submitted to the state department
of education. B , ' N ’

o
Iy

Teachers/counselors must have a thorough understanding this.

area to advise students and plan their programs.

Procadures

;
Internal operating ‘procedures for articulating student experiences
in EBCE with the rest of the school curriculum need to be
specified clearly. - : '

o
e
L
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Appéﬂdix B (Eéga;/ﬂéguiréments)

Explanation

State-approved textbooks are required to be available to all

students.

Procedures

11 Assure the availability of state-approved textbooks

When the program is operated from a location away from the regular
school building, availability and student access to approved texts

must be assured.

If EBCE students do not use regular classroom texts it may be
appropriate for the distrist to waive textbook rental fees.

Relevant Statutes

ORS 337,050, The State Textbook Commission shall adopt...a

multlplg choice list of textbooks for each grade and subject field.

f

ORS 337 141. Wlth the approval of the state board Df education...
the district school board...may adopt and use téxtbooks in place of
or in addition to thase adapted by the State Textbook Commission.,

ié Insure students agalﬂst ;ﬂgurg and, ather damages received
—J  at employer learnlng sites and enroute to and fram sites
- Explanation ‘

Students may be exposed to possible injury at learnin ng s;tes that |
other students would not encounter. Districts have a r25§3n51bility

' to assure the safety ai learning sites.,
' Studénts must bé'tzansgarted to léarﬂing sites,

_wakman E Ccmpensatlc lgws must be considered.

Procedures

214

-School aff;c1als should 1nspe¢t 1earn1ng EltES for safety
requlrements.
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The district should arrange coverage of students in the event injury
does occur:

1. Students should be insured by the school district or
agency operating the EBCE program against injury going
to and from learning sites and while at learning sites.
The school should obtain liability insurance on school=
owned vehicles used to transport students, as well as
insurance to cover students being transported by
vehicles not owned by the school; this insurance should

- gcover bodily injury andVFréperty damage,

2. The district or operating agency should obtain
- Workman's Compensation coverage for students
whenever possible. "Necessary Workman's Compensation
procedures such as maintaining lists of students in
the program should be followed carefully. .

Re ﬁevant Statutes and Regulations

ORS 656.033. A schccl district conducting a work experience program
shall submit a written statement to theState Accident Insurance
Fund that includes a description of the work performed.’....The

school district will furnish the fund with a list of the names of
those enrolled in its work experience program and shall riotify the

' fund of any changes therein. Only those persons whose names

appear on such list prior to their personal 1nju:y by accldent are
ent;tléd té benefits.... B
ORS 332.435." Any district school baard may énter inte any contracts .
for insurance for liability covering all activities engaged in by
the” district far medical and hospital benefit fer students and
may pay the necessary. premiums thereon.

PLEASE NOTE: The full extent of the authority granted by Oregon
statutes is unclear. For example, the reference to medical and
hospital benefits is limited to athletic s&ntests and traffic

controls. Specific authority is no: provided for the purchase

of insurance  for .other purposes.

v

U
’ t)
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\
\

: ig Indemnify employers against loss resulting fraﬂ student
- activities on their premises \
. . I
Explanation

v

Emgloye:s may e reluctant to parﬁlclpate unless they are
1ndemn;f;ed against loss to their own Property or 1n3u:y to athers
Eauseé by students on thElr pPremises.

Procedures : i

Responsibility of the district or agency cparatlng the EBCE
program should be specifically stated for

1. claims or demands for wages or campensatlan by
students in the program

2. damages due to injury to people and property due
Y te acts of students at employer sites

Although desirable, it is not clear from Oregon statutes whether a
school district may obtain insurance to indemnify participating
employers,

Establish grﬂcedu;es fér students to qualify for part1e1patlan
— in. extracurr;cu;ar and other sehaﬂl activities - )

Exp]anatian

The Drégan School ActhltlEs Association has authar;ty to make
reasonable policies and :égulatlans relatad to student
participation in athlet;cs and other actlv1tles.

Fd
Few questigns m;ght be exPEctéd in a program aperated as an
integral part of the total curriculum; questions may increase for
a more autanamcus prégram ape:ated under contract by an outside

agency.
[

Schools need to Qrav;de hot lunch opportunities for all students.
Access to regular district Iunch programs may be a particular
problem when a learning center avay from the school is useﬂ .and
when an intermediate education dlstrlat aperates the program

for several districts. -

. | _#f 316 217
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- Procedures :

Board policy shcula indicate clearly EBCE students access to
lunch programs, extraﬂurrlcular\actlv;tles and other school

programs.

District certification of EBCE students should be submitted to the
Oregon School Activities Association for their acceptance.

Establish prﬁc&dures for reca;ﬂlng student fulfillment of

15
a@m$Jlsarg attendance requlrements
’ <
Explanation | -

l arning

The method of converting student act;v1t1es at employer
y board. p@llgy,

sites for attendance records should be spelled out b

Prncedu es

Clearly spec1fy 1nternal aperat;ng procedures far measurlng and

recording ' 'attendance.
3 \ B

The method of ccnvertlng at¥endance records sh@uld be submltted
to the state department of education.

ORS 339'@1@; All children between the ages of 7 and 18 years who
have not completed the twelfth grade are required to attend
regularly a public full- tlmE ,school of the schacl district in which
the child resides: o \
I . .

Exceptions to compulsory attendance as provided by ORS 339.030:

1. children 16-18 la@fuiiy employed, éttending community

- - ) college or in activities equivalert

in grivaté or parochial school

(%]
W

3. have equivalent knowledge

'
.

severe physical or mental illness

217
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\
\
5. distance from school and no transportation provided by
the distriet'
6. taught by private_teache:

7. excused by district

16 Meet teacher certification requirements

—Explanation

It should be emphasized that EBCE does plaae responsibility for

Planning and carrylng out students' learning programs in the hands
of certificated persannel, although much of the students' time is

‘spent with people in the ‘community who are not certified teachers.

Questions in this area may increase if an outside agency is
contracted to operate the program.

Pracedures

Establlsh responsibilities and procedures to assure that the
"eontrol” of instruction and student learning remains w1th

Properly :ert;f;ed Eerscnnel.

Emph351ze the role Gf people in the cammunlty be;ng that of "alde"
or resaurce people.

Relevant Statutes and Regulations

ORS 342.120. "Téacher" includes all certificated employees in the

) Publlc schools who have direct responsibility for instruction and

who .are compensated for their services from public funds.
. } = .

i
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17 Comply with child labor laws

Explanation
The distinction between "worker" and "student" or "learner" is
crucial. To avoid legal problems students in EBCE should not be

interpreted as “workers." :

Any compensation for students will complicate this question.

their safety.

‘Care must.be-taken not to place students in situations that endanger

Procedures

clarify "learning productivity"- versus "commercial productivity.

Take care to keep experiences learning ones. Board policy should

Parents and students should agrégé;hat students will not accept

. pay for activities at a iearningigife.

Iy

, : A ) A
If students do "work;" they must meet requirements- for employment
certificates.

Do not assign younger students to certain businesses specified in

- child labor laws.

- Limit hours spent by students at sites.

Relevant Statutes and Regulations

ORS 653.310. No child under 18 years of age shall be employed or
permitted to work...unless the person employing him procures and
t certificate...by the

ORS 653.315. No child under 16 years of age shall be employed for
longer than 10 hours a day, nor more than sisx days in any one week.
No child under 16 years of age shall be employed at any work before
7 a.m. or after 6 p.m. except for these:...employ.:d under a special
permit which may be issued by the Wage and Hour Commission....

" ORS 653.320. No child under the age of 14 years shall be-employed in
any work or labor of any form for wages or other compensation to
. whomsoever payable during the term when the publie s;hacléi.iaré in

session.

i

v
"
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ORS €53.320. Prohibits employment of childre:. under 14 in the
féll@ﬁing businesces: factory, workshop, mercantile establishment,
store, business office, restaurant, bakery, hotel oy apartment
house. (Although not specifically stated, it is assumed by
implication that children over 14 may be employed in such
businesses.)

ORS 653.307. (1) The Wage and Hour Commission shall provide a
method for issuing employment certificates to minors and employment
certificates to employers for the employment of minors in accordance
with rules and regulations which it may hercinafter adopt...

(3) All school districts shall cooperate with the Wage and Hour
Commission and make available, upon request to the Commission,
information concerning the age ana schooling of minors who have
applied for or been issued an employment certificate.

Federal Minimum Wage Law covering businesses engaged in interstate
commerce may inpact this area. )

18 Meet physical requirements for educational facilities used
il program

Explanation

Facilities used by an outside agency operatin~ the prog
need to meet certain physical requirements.

0
jHu
-
=

Im
s

Procedures

Have state department of education personnel check facilities for
compliance, particularly safety.

Regular checks of these facilities should be considered (such
fire drills).

T
n
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IX C

Bylaws of Community Experiences fDP
Career Education, Inc.--(C E

The (CE), bylaws constitute "operating guidelines" for an EBCE
program governed as a private corporation, but they may be useful
to EBCE programs operated within a school district as well, because
they highlight one. of the major issues for consideration in setting
up the program—-participant representation in policymaking.

The following format is used to indicate how the bylaws _have
changed to meet program needs: .

1. A vertical line denotes the current vercion of a
particular section.

2. The boxed italicized copy provides editorial comment
or historical information.

3. Revisicns are indicated in parentheses; they may or
may not be the latest version, depending on the presence
of a vertical line to the left.

i
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Appendix C (Bylaws)

ARTICLE I

Membership

Section 1. All individuals, institutions, organizations and
" agencies holding membership ir the corporation as of
September 1, 1972, by reason of having filed a Letter of
"Intent to participate shall continue as members of the
Community Experiences for Career Education, Iﬂc;—=(CE)2§

This Letter of Intent is obtained from employers and B
community members agreeing to make learning sites available
to students. A detailed explanation of the employer
recruitment interview and a sample Letter of Intent are
contained in "Site Recruitment,” E@glcger/éammun;tg
Resaurses, pages 30-38 and 179.

=

Section.2. Any individual, institution, organization or
agency interested in the work of Community Experiences for
Career Education, Inc,, 'is eligible to apply for membership
on submitting an application to ‘the/ corporation.

Section 2. (revised 8/29/73). Any individual, institution,
organization or agency interested ih the work of Community
Experiences for Career Education, Inc., as of September 1,
1972, is eligible for membership on signing a Letter of
Intent. Evidence of membership is a Letter of Intent on/
file with the program administrator. all students enrolled
and participating in the (CE) , program and parents of
students enrolled and participating in the program are
members of the corporation.

!

g |
Section 3. Memberships are grahted only on approval of

appl;gatlaﬁs by the board of dlrecta:s of the borporation.

Section 3. (eliminated 8/29/?3)i

Section 4. (renumbered Section 3, 8/29/73). Each member
individual, institution, organization or agency of the
corporation shall designate an official representative to
receive communications, cast ballots . and authorize

. participation in specific corporation activities.

o 222 225
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This is a procedure similar to that of profit-making
corporations in that each "stockholder'--in this case a
signer of a Letter nf Intent--has one vote. If this
"stockholder"” is a business or multi-member agency, it must
then designate its voting powers to an official .
representative who will then represent it at corporate
meetings and so on.

ARTICLE II

Office of the Corporation.

Section 1. Headquarters of the corporation shall be located
at the address stated in the Articles of Incorporation unless
it is changed by majority vote of the board of directors,

(o]
Tl

ARTICLE III

Board of Directors

Section 1. Election of individual members to the board Df
d;reat@rs shall be conducted annually under the direction
of the board. A nominating ballot for all wacancies on the
board shall be distributed to each member by May 15 of each
year. Elections shall be completed by the following June 15
and the newly elected directors shall take office on the
following July 1. In case of tie votes in the election of
board members, the executive committee shall caucus and
determine the successful canéldate.

"‘)i IS
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Appendix C (Bylaws)

Thé first nEﬁbers of the (CE) 5 Board of Directors were not
elected as described here. Employer recruitment had not
yet been completed and a stable "network" of employers had
not yet been established. Planning group members and
employers already participating agreed that selections
should be made by a committee of planning group members .

The committee was formed and invited individuals they felt
would Cantrlbute substantially to the board to attend an
August 1972 érganlzatlanal meeting. At this meeting members
volunteered for the p@Sltlaas available., The one exception
to these temporary election procedures was that of the
.student representative; who was selected by his fellow
students.

Section 1. (revised 8/29/73)-. Election of individual
members to the board of directors shall be conducted on
expiration of their terms of office under the direction of
the board. The parent §@51t;ans and student position on the

" board shall be elected annually by the members of the parent
and student groups respectively. For these positions a
nominating ballot for each vacancy shall be distributed by
the fourth week of August of each year. Elections shall be
completed by the following fourth week of Septenber and the
newly elected dlrectars shall take office 1mmedlately.

Section 2. The board membe:shlp shall reflect representation
of the fallaw1ng classifications, each for the term indicated:

student....veveneieninncnennnnnnanl year

1

lparent......coiiiiiiinnnnnnnnnnnl year

1 public school district
representative...................1 year

6 employers who provide
learning settings for students:

2...........1 year

2iiiiiieeas:2 years

+2.¢i04v00...3 years
1 labor representative.............2 years

1 member-at-large..................1 year

o 227
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As had been the case with the planning group at the time
of its formation, the rationale for the above composition
of the board of directors was that key program participants
should be represented, with major emphasis on employers as
key figures in the delivery of student learning. (To
brovide continuity between the planning group and the new
board, the planning group suggested that the employer
representatives on the board be three former pPlanning group
members and three "new"” individuals. These three new
employers were selected on the basis of their experience in
business, their interest in the program, thelir influence in
the community and their potential for providing an employer
site for student learning.})

Section 2 (revised 6/16/73). The terms of office of board
members shall be extended for the duration of the research
activity, not to exceed three years, except for the parent
and student representatives, who will be elected by both
groups before September 15.

Section 2 (revised 10/31/73). The one-year term of the
student representative sHall be divided, with the first half
of the term served by a returning stident, the second half
by a new student. '

Section 2 (revised 10/31/73). The lzbor representation on
the board shall be increased from one to three members,
increasing total board membership to thirteen.

Section 2 (revised. 9/26/74). The parent representation on

/ the board shall be increased from one to two members, one to
'~ be the parent of a second-year student, the other the parent
of a first-year student.

Board membership has subsequently been increased to fifteen
by Increasing public school district representation from one
to two. y

Section 3. Vacancies on the koard shall be filled by
appointment by remaining members of the board in keeping
with the above criteria. Appointed menbers shall serve for

the unexpired term for which the prior incumbent was elected.
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Section 4. The board shall constitute the policymaking
body of the corporation and shall select staff members as
deemed necessary on recommendation of the program
administrator.

Section 5. Regular meetings of the board shall be held
éuarter:annually and special meetings on call of the chairman
'or when requested by three or more of the board members to
transact the business of the corporation. \

Rather than meeting quarterly as spelled out in the bylaws,
the board decided to meet monthly because the volume of
business was such that quarterly meetings were inadequate,
In addition to the monthly ‘meeting, which lasts between two
and three hours, special meetings usually require about two
hours monthly per member.

Sé?ti@ﬂg§; The meetings of the board are open to interested
persons and shall be conducted according to Robert's Rules
.of Order, unless other procedures are established by the
board.

The program administrator and chairman of the board meet the
week before each meeting-to draw up the.agenda. Using
minutes from the previous meeting they compile unanswered
requests, questions or matters that need to be voted on. To
this they add items needing board attention.

During the meeting, this agenda is followed and the meeting
conducted according to parliamentary procedure. The chairman
calls the meeting to order and introduces each topic for
discussion. The person most involved with a particular issue
leads the discussion. ' '

Any issue requiring action is discussed at one meeting and
voted on at the next nﬁﬁté's meeting.

Section 7. Six or more members of the board shall constitute
a quorum to do business.

Section 8. A board member necessarily absent may be
represented-at board meetings by a nonvoting substitute.

O
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Section 9. An executive committee consisting of the chairman,
vice chairman, secretary and program administrator may be
appointed by the board to attend to routine business and to
report its action to the board for ratification.

An executive committee was in fact appointed to deal
regularly with personnel actions and other matters as.
appropriate,

{

Section 10. The board of directors may vote on issues by
mail or telegram at the request of the chairman. Such action
shall be ratified and made a part of ‘the official record at

the next meeting of the board.

i

ARTICLE

Officers of the Corporation

Section 1. Officers of the corporation shall include a .
chairman, vice chairman, secretary and such other officers as
the board may designate. ' :

Section 2. Officers shall be selected by the initial board
of directors at its first meeting and subsequently at the °
annual organizational meeting of che board of directors and
shall hold office until June 30 of the Year following or until
their successors are elected. The board shall fill any
vacancy in its membership for the unexpired term.

Section 2 (revised 8/29/74). Officers shall be selected by
the initial board of directors at its first meeting and
subsequently at the annual organizational meeting of the board
of directors and shall hold office until the regularly
+scheduled board meeting in September of the yvear following
or'until their successors are elected. The board shall fill
any vacancy in its membership for the unexpired term.

- Section 3. Only members of the board holding two- or three-
year terms shall be eligible to serve -as chairman, The
chairman shall generally preside at meetings of the board
and of the executive committee and shall perform such other
duties as may be assigned by the board.

5

2,
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Section 4. The vice chairman shall be elected from among
members of the board. The vice chairman shall *perform such
functions as may be assigned by the chairman and shall
preside at all meetings of the hoard and the executive
committee in the absence of the chairman.

Section 5. The secretary shall be elected from among members
of the board and -shall perform such functions as may be
assigned by the board.

“ARTICLE V
Staff of the Corporation

Section .1. The staff of the éé:pazaticn S..4all consist of

a
program administrator and such other assistants approved by
the board fc irrying out the program of the corporation.

Section 2. The program administrator shall be. the chief
administrative officer of the corporation appointed by the
board. It shall be the administrator's duty to direct the
activities of the corporation according to policies

/

/

The program administrator is responsible fbr managing the
program according to the policies laid out by the board.
For example, personnel policies are adopted by the board
and instituté€d by the program administrator. Similarly,
the program administrator manages the business matters of
the program that have been adopted by the board. In many
instances, including bersonnel and business management,
policies and procedures already used by NWREL were adopted,
but no policy was instituted without first being formally
adopted by the board. ' -

Section 3. The program administrator shall prepare and send
to all members of the corporation annual reports and such
other reports as may be of interest or benefit to the members
of the corporat.on.

ERIC | IR 331
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The agenda prepared by the program administrator and chairman
. of the board during the week before each meeting is mailed

to each board member with back-up. information to be read
before the meeting and a copy of the minutes from the last
regular mseting. ‘

ARTICLE VI

Commi t tees

Section 1. The board shall appoint all standing and special
committees ‘and shall delegate to the committees such duties

as it shall deem appropriate.

Small committees and tasks forces are frequently appointed
to research special issues and bring their recommendations
to the board as a whole. Examples of the work of such small
commi ttees can be found in the display of board decisions in
Appendix E. :

ARTICLE VII
Amendment of Bylaws

~Section 1. These bylaws may be amended by a two-thirds
majority vote of the directors present at a meeting. Notice
of any proposed change shall be given in writing to the

members of the board at least fifteen days prior to the
meeting, except as to changes agreed to by unanimous cdnsent
of all members of the board either in a meeting or by written
poll.

ARTICLE VIII
Removal of Directors

Section l1l. All or any numbe:r of the dirvectors may be removed,
with or without cause, at a meeting called expressly for that
purpose by a vote of a majority of the members entitled to vote
at an election of directors.

1 : .
. AR
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ARTICLE 1IX
Removal of Officers

Section 1. Any officer elected or aggéintéd may be removed
by the persons authorized to elect or appoint such officer

. whenever in their judgment the best interests of the *

corporation will be served thereby. ' The removal of an
officer shall be without prejudice to the contract rights, if
any, of the officer so removad. '

ARTICLE X

Books and Recafds

Section 1. The corporatien shall keep correct and complete

books and records of account and shall keep minutes of the
proceedings of its members, board of directors and committees
having any of the authority of the board of directors. It
shall keep at its registered office or principal office in
this state a record of the names and addresses of its members
entitled to vote. All books and records of a corporation

may be inspected by any member or member's agent or attorney
for any proper purpose at any reasonable time.

ARTICLE XI

Loans to Directors and Officers Prohibited.

Section 1. No loans shall be made by a corporation to its
directors or officers. )

RIE ' ‘ , ' 233



APPENDIX D

Operational Guidelines for the Relationship
Between Tigard School listrict and
Community Experiences for Career Education, Inc.

The working agreement developed between the Tigard School District
and (CE),, Inc., is presented as an example of the kinds of
cooperative arrangements that have been necessary in implementing
‘the Tigard EBCE program. A set of written understandings is
recommended for any EBCE program to define its operations in
relation to other district programs and the district as a whole.

%
(N
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OPERATIONAL GUIDELINES. FOR THE RELATIONSHIP
BETWEEN TIGARD SCHOOL DISTRICT AND
COMMUNITY EXPERIENCES FOR CAREER EDUCATION, INC.

School District #23J (Tigard), Washington and Clackamas Counties,

Appendix D (CEp/District Guidelines)

Oregon,. hereinafter termed "District," conducts its operations under

. the laws of the State of Oregon and the policies of its duly

constituted school board.

Community Experiences for Career Education, Inc., an Oregon
corporation, hereinafter referred to as (CE) 5, conducts research
and development activities for the purpose of ascertaining the
validity of various educational concepts and for those purposes
offers educational opportunities to secondary school students.

(CE), agrees to provide the following educational services to the
District's participating students: :

Proper settings, instructional materials, staff and
resource people to enhance the students' learning
‘ofFportunities ’

i -
Insurance, transportation, agreements with organizations,
special charges for tuition and arrangements with , .
éartiéipating organizations for released time for training
and interaction

A career education center to complement student learning
‘experiences in employer and community settings

locus outside the secondary school

student exposures to a diversity of career
experiences :

a comprehensive set of educational experiences
a personalized set of employment exposures

and educational experiences for each student
opportunity to explore as well as study indepth
employment opportunities of students' choice

® opportunities for improvement in mathematics,
reading, communication skills and citizenship

It is to be clearly understood that the Tigard School District
assumes no responsibility to continue the (CE) 3 program should
funding by the National Institute of Education no longer exist.



Governance
4 B . - B
" (CE)2.will have legal and moral résgo: ‘bjlity for the gaverﬁance
of all staff, students and activities of ithe (CE), program. .
Governing policies shall be establlshed within-the’ requirements of
(a) ‘the (CE)o Bylawz, (b) this agreement with the Tlgard Scheol
Dlstr;ct, (c) thé subcantract with the Narthwést Reglanal qucatlana]
Labaratcry, (d) provisions of the Oregon Board of Education and.
(e regulremepts of the research and development questions related .
to the testing of the validity of. experience-based career education.
The cgrparat;én board and administration are responsible for the
safety,_ pratectlan and control of all (CE)E students and will
provide such insurance Pratectlan, medical coverage and other
provisions requ1rgﬂ by law.- The Tigard School Distriet will enter
the students ‘of (CE)3 on their State Accident Insuranee Fund roster
for coverage under the provisions of Oregon law and will bill (CE) o
for all resulting costs. (CE)7 assumes the respen51b;11tf to report
student progress to the parents of (CE)E students on a regular and
t;mely b351s. s

i

(CE) 2 Board »Menbe:éhip

Two- Ens;tlans on the (CE)Q Board of Directors will be filled by

‘F representatives of the Tigard School District, as selec’ .ed by the
District Board of Directeors. All replacenents on the (CE)z Board
of Directors, exclusive of the elected parent and student
representatives, will be discussed with the district superintendént
hefﬂ;e their selecﬁlon so that the supér;ntendeﬁt s ccunsel can be

cnns;d'red_

Students

Selectien - e

Students will be ccnsidereﬁ for selection by the following criteria:

(a) willingness to enter the program, (b) agreement of their parents,
() agreement-by designated administrators of the Tigard School
Dlstrlcﬁ (d) criteria related to testing the educaticnal E@ﬁcépts
‘as applied to stuﬂents with préspeclf;ed characteristics, as well as

" a cross-section of charactgr;stlcs indicative of the general student
population of Tigard High School. All selections will be made with
.the -intent of maintaining such a balance (students will represent a
range of abilities or levels in motivation, ﬁggéndablllty,

. 1ntelle:tual capacity, academic ability, race, age and sex). (CE)2

program administrator will be responsible for negatletlng such

- selectioh with the pérsannel designated by the schaal district
Supérintendent . '
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Number

. (€E)5 will not admit more than 60 students who are residents of the
.Tigard School District. (CE); will accept a limited number of
students from outside the district and upon successful completion

' of the program they will be eligible for a Tigard School District
diploma. It is agreed that at least 60 students will be provided
by Tigard; School. District if the students are willing to enter the
program. : , '

7 i
Readmi ttance - " |

.The school district agrees to offer re-entry to the high school \
system.for those students residing within the boundaries of the
school district and requesting to return from the (CE) 5 program.
They also agree to facilitate the selection of candidates for the
(CE) 5 program to fill vacancies. , |

Records |

To the extent permitted by federal and state regulations and

policies adopted pursuant thereto, the school district agrees to
permit (CE), to reviuw trecords of students applying for or selected
for the (CE) 5 program. The original and legal copies of the

official student transcript will be retained by the school district
and copies will be made available to (CE),. (CE), agrees to maintain
and make available to the school district records regarding '
educational development, attendance and performance of all students
in the (CE), program. 1In addition, student- attendance will be
reported to the high school on a quarterly basis for inclusion in
state attendance-reports. '

Transportation’

School district agrees to allow access for (CE)> students to the
" school district transportation system from home to school and scheol
to home. Howaver, they will not change existing transportation
routes nor provide special ‘services to (CE),. (CE), agrees to
 provide for all student transportation needs necessary to (CE)p
activities. , . :

Activitias . , '

Tigard School District agrees to allow access for all (CE) 5 students -:-
to the curriculum and student activity Programs of Tigard High School.
(CE), agrees to permit students to retura to the high school for.
courses and activities requested by the students and parents,

A
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PersanneT

As indicated in the SpeciélAPragress Report of November 21, 1974,

i

to the board of di:eétg;s; Tigard School District 233, the selection
of the (CE); program administrator shall involve the (CE) ; Board of
Directors, a representative of the Northwest Regicnal Educational

- Laboratory and the Superintendent of Schools of School District 237,

24

Those three -agencies must concur on the naming of a program
administrator. All other staff will be selected and supervised by
the (CE); program administrator under the direction of the (CE)
Board of Directors. x

Curriculum

The (CE), currizulum will be described in detail within the format
of the graduation requirements of the State of Oregon. Such a
description shall be submitted to the Tigard School District board
for formal approval prior to the beginning of each school year.

Diploma/Graduation Ceremony

Tigard School District agrees to provide a Tigard High School
diploma to those students successfully completing the (CE) 2 program.
Such completion requirements shall be as determined by thé\(CE)2
Board of Directors and staff and provisions of the Oregon Board of
Education. Requirements peculiar to the Tigard School District only
will not be required of (CE), students. . It is agreed that (CE;)2
students may take their normal place in the graduation ceremony of
Tigard High School and that the high school staff will do all
possible to accommodate this service.

Reports

(CE) ; agrees to make progress reports to the Tigard School District
Board of Directors a maximum of three times Per year at the
invitation of the school board. Reports of individual student
Progress as well as evaluation data will be made to dezignated
school district perscnnel within five days of receipt of the request,

34y
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Calendar
] / j
- (CE) ., agrees to operate within the minimum school year as spécified |
by the Oregon Board of Education, g;E)g reserves the righf to
establish an extended program year and to request early gfaduation
of the school district. Student!vacations will be at Epe discretion
of the (CE), board, and the (CE) ; program administrator is expected
to inform the school district administration of all gééati@n and
. - ‘;‘f

in-service schedules.
; /
; 7 ,
Payments

rd

'\_% /

For each (CE), student wha;is a resident of the Tigard School
District, the district wi}l reimburse (CE), at the rate of 80 ,
Percent of the average secondary per pupil cost. Per pupil cost I
from school yéar;1974;25'will be used as a base for such cémgutatian,f
and payments will be mide on predetermined dates according to the 5
actual number of Tigard School District students enrolled at (CE) 5.
mber 30, 1975; January 31,

!

Dates of payment shall be on of about Nove
1976; March 31, 1976; and June 15, 1975.

Public Relations

(CE); assumes the responsibility to provide all public information |
and public ralationships as determined advisable and necessary by ;
the (CE), Board of Directors. The school district agrees to refer
all requests for information about the (CE) 5. program to the program

administrator.
Special Accommodations

Recognizing that™ (CE); and the school district hold the welfare of
the young people within the boundaries of the Tigard School District
as a common value,. (CE), will do all possible to develop a positive
and productive relationship with the patrons, students and staff of
the Tigard School District. Opportunities to interact with these
groups are encour- jed.and will be performed by (CE), staff menbers
when possible wit' .n the: judgment of -he program aéﬁiﬁistratgf

as to the time ant resources necessary to accommodate such
interaction. Visi.s to the-center by patrons and professional staff,

‘:3;6 ' 241
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Presentations to civic and interested groups and sensitivity to’
the problems and needs of the region are assumed on the -part of
the (C:E)g corporation. ‘

(CE) , Board of Directors Chairman _ B
Chairman Tigard School District Board of
: Directors

Superintendent ,

(CE) Ef?:r;{g'raim' Administrator
a ' Tigard School Districe

July 10, 1975
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APPENDIX E

o ; Policymaking Summary
(CE), Planning Group and Board of : Dire ' s
) April 1972 to August 1974

i

The following summary of (CE), policy decisions is presented as an |
indication of the considerations that are apt to confront any group
charged with the responsibility of Planning and governing an EBCE
program. The chronology and individual actions are of course
peculiar to the (CE) 5 Program, but the four general 'areas of
concern--management and organization, curriculum and instruction,
“employer/community resources and student services--are pertinent to
all EBCE programs. ‘
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MANAGEMENT AND ORGANIZATION

P1aqning/69vernance

Planhing Group
= ):

. May 1972

Defined the "consortium" that would operate the Tigard program,
describing it as a public, nonprofit corporation with a board of
directors, elected by participating employers and others, to manage
the pilot program.

Accégﬁed Erégasal by students serving as advisors to Flanging group
that there be one permanent student voting member on the planning

group and one rotating member to communicate student views.’

Agreed to NWREL suggestion that an at*orney be retained to aid in -
satisfying legal requirements and eff{..cting formation of a legal
entity to operate program.

' July and august 1972

With attorney, drafted bylaws and Articles of Incorporation to set
out operating and governance structure of program. Bylaws specified
embership of carparatian'ané’b@ara of directors. (See Appendix C

for display of bylaws.)

August 1972

Approved bylaws as drafted by planning group, with two minor
procedural changes.
. ; .
Board members volunteered to their respective terms of office and

board elected its chairman, vice chairman and secretary (treasurer
not elected because program administrator named fiscal officer in

bylaws) . ! ' -

September 1972

Resolved that board would be final appeals source for students and.
Etaff- | » i =4
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October 1972

Appréve& student government proposal drafted and presented by
representatives of program students.

i

y

November 1972

positions on board: (a) discuss possible replacements, (b) contact
‘them to assess willingness to serve and (c) elect them officially
at following board meeting. .

Agiééﬁlcn Process to be used for identifying persons-to fill vacant

June 1973

Agreed that program administrator should bring information about
bProgram to board for reactions and suggestions. Procram
administrator to forward to each board member prior to each meeting:
(a) priority problems for board to consider, (b) monthly financial
report and (c) progress report from program administrator.

ittee to study bylaws and recomﬁEﬂd revisions, including
f terms of office of board members,to three years to
th length of developmental activity. - .« 7

Formed com
~extension
coincide w

Auwgust 1973

/ _ : B
Adopted qﬁangés to corporate bylaws drafted by special commi ttee.
October 31, 1973

' Changed corporate bylaws to cut student board representative term
in half, resulting in election of a student representative twice
during the year, once in September and again at semester break.
Changed bylaws to add two labor representatives, making three labor
members on board. :

Personnel

Board of .Directors

June 1973 | | o | P

- Voted: that program administrator bring before board a review of
salary and performance of program .operations staff and that
(a) hiring of staff be done by the administrator with board approval,
(b) firing of staff be done by the administritor with provision for
appeal by employee to board, (c) change in personnel status be
reported to board, (d) performance evaluation of staff be submitted

02
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" Board of Directors

Appendix E (Policymaking Summary)

.\\ _ . . : o SN

 to board and (e) creation of new staff positions be done with board

approval’

July 1973

1

. Approved hiring of néw student coordinator, employer relations

specialist and assistant learning manager.
August 1973

Accepted :esignatién of an employer rélétians=spegialist and agreed
to invite a“candidate for the earlier ERS opening to reapply.

September 1973 . \ -

Revised subcontract between (CE), : '2 NWREL so that all (CE) 5
personnel became employees of the co.goration but with retention

of NWREL perscnnel benefits and services. Provision included board
of directors' right to modify or alter personnel policies as it

deems appropriate.
November 1973
Voted to retain NWREL policy on staff salary increments (automatic

cost-of-1living salary adjustments and merit increases based on.
performance evaluation). ’

May 1974

Aéﬁptéd NWEREL atéff feti;ement Plan for all (CE)E emgléyées.

%

Business Management

Ela;pingvéraug

May 1972

Selected site féf\the learning center from facilities alternatives
presented by program administrator and recommended that lease

arrangements be negﬁt@atéa.l : , v

=,
-,

N )

September“l??é . oL

Voted to open bank account for program ageratiqns;’

- Approved insurance coverage as presented by program administrator.

241 )
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Y

Authcr;zed use hy program administrator of gasoline credit ecards faf
(CE)2 véh;cles. .

Ratified lease of a van for transpgrtin, students. to employer sites.

October 1972

As recommended by thé execut;ve commlttee, e tabllshed a flscal year
of September 1 through August 31.

H;afr_:h 11973

Reviewed financial report presented by program ‘a ministrator.

-June 1973

Voted to permit program administrator to make mcnthly xpenditures,
with executive committee approval, for items in excegs Lf $2,500;
each board member to receiva monthly financial statement of -
program Gpe:at;@ﬂil expenditures.

i
1

.:ru;g 1973 : :

Adcptéd resolution by attorney to amend Article II of byléws to
refer to appropriate section of IRS Code of 1954, which will permit
tax-exempt status for corporation. - ,

January 1974

Acgepted financial audit, fiseal year 1973,'55 Erésented'by program
administrator. :

g Y !
Increased m;leag§ r91mbuzsement rate for program staff to $.13 per
mile.

June 1974

Accepted lease arrangement on (CE)2 van by local auto dealer.

Community Relations

,Elagni§g¥G;gup

May 1972

Met with Tigard High School aamiﬁiatratars to establish policy
governing (CE), students' social interactions with Tigard High
School students during school hours..

o, -
s’
by
-

{

ﬂ' i
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Appendix E (Policymaking Summary)

Eéa;d,cf Directors

November 1972
. » I, ] )
Adopted Christmas vacation identical to that of Tigard High School.

Task force of two board members, two students, a parent, two
employers and selected staff members appointed to formulate

recommendation on length of program year.
. . ! :
May 1973

Approved Letter of Agreement with Tigard School District (see
Appendix D) . _ _

August 1973
3 : X
Approved decignation of person to function as liaison with local

labor unions und their members.
Féb:uary 1974
Informally approved formation of a committee to study the future

rrelationship between.- (CH), and.the Tigard'School District and make
recommendation to Tigard School Board. Committee ineluded two

(CE) 5 board members.
June 1574
Accepted recommendation of (CE)g/Tigard School District Study

Committee that (CE), be continued and that it be located separately
from the high school campus. o '

CURRICULUM AND INSTRUCTION

Planning Group .

May 1972 '

developed by program staff for
Education.

Approved curriculum design as
presentation to State Board of

o |

Board of Directors

October 1972

S - . 7 . — N 7
Moved to table until a later date the student proposal to purchase
an automobile to work en at the learning center.

249
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November 1972

Accepted the W1thdrawal by Etudents of e automobile pur;hase
prapasal . .
January 1973

Indlcatea appraval of Student ACGDuﬂtabll;ty System déSlgnEd and
P;esented by program staff. .

Voted to accept program completion requ;rements recommended by
-, staff.

June 1974

i .
Agreed (informally) that the best source of information as *o the
amount of choice students should have in determ;nlng what they
should learn is the public served by the prég:am employers,
parents and students. .

EMPLOYER/COMMUNITY RESOURCES

, Agreed on strategies for contacting and. recruiting employers to
take part in the program: (a) identification by planning group
members, contacts with ‘their friends and business associates and use
of vazlsus specified community resources; (b) initial interview

" conducted by Program personnel who would work with employers
thereafter (employer relations specialist); and (c) ‘completion of
léarn;ng slte analysis with employer by ERS and student.

Board of Qi:éetcrs - ©

septembe? 1972

Appravgd staff—désignéa fa:m far transm;ttlng student information

November 1973

Approved thlrd draft of student Work for Pay Policy as submitted
by board menber (employer) who had revised it. ‘

!
’!
-
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Appendix E (Policymaking Summary)

June 1974

Approved proposed NWREL stuéy of ":@stsséa employers of having -

'STUDENT  SERVICES

Board of Directors

January 1973

Program completion requiremants :ccegted as drafted by ?ragram
staff. _ . ‘

September 1973

Program completion requirements ammended to delete student letter
c¢f intent formerly required at beginning and end of student program.
enrollment.

March 1974

Resolution drawn up for recruiting students for second program
Year to represent a true cross section of Tigard High School
student body; resolution to be sent to NIE for approval.

. ,
1
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APPENDIX F

Aiternatives for EBCE Staffing

The following material has been adapted from "Alternative
Caonfigurations--(CE) 2 Program,” a study conducted for the
Northwest Regional Educational Laboratory by the rield Training
and Servirce Bureau, University of Oregon, Eugene. It is presented
.. in conjunction with Item 1 of "Persopnel" (see pages 47-49) to

" help EBCE planners see the various staffing configurations that
are possible, even though some of the conclusions in the study
differ from the working experience of the (CE) 2 staff. (The
study asdumes, for exawmple, that one learning manager car work
with 50 students when, in fact, (CE) 5 experience seems to indicate
a4 more realistic ratio of 30 to 35 students per learning manager.)

[l
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Arpendix F (Staffing Alternatives)

STAFFIN:. ALTERMATIVES

Design I:

Basic Design' IA
Fifty students served by the f@lloﬁing'ggyeqrperscnnel;

1. pragram admlnlstrat@r/e ’l oyer relations specialist
(ERS #1)

2. employer relations specialist (ERS #2)

4. learning manager ’ .
. 5. learning resource specialist
6. receptionist, tyﬁist and‘leafning aide (¢lassified)

7. custodian/driver (élassified)

i}

The faGlllty chosen to house this §251gn (and ecach of the other
designs) is an important consideration. The following are some

faclllty considerations for Basic Design IA:

1. An affééampus fgcilitj (rented or purchased) might
., require the employment of such classified personnel as
‘driver and custodian.

m;ght utlllsa thé tfanspsrtaflan system, other
special school resources and some existing
school Eersannel. ' -

'3_ An on-campus integfated program might be able to utilize
all éf the school's resaur:es to ;m§lemant the program.

Reduced pxﬂgram for thirty students with five personnel:

1. program admir!strator/employer relations specialist
(ERS #1)

2. student coordinator/learning manager

2497
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3. learning resource specialist/employer relations
speciaiist (ERS #2).

4, ‘rgéeptiéﬁist, typist and learning aide (classified)
5. custodian/driver (classified)

Facility considerations for Design TE are gz2nzrally the same as
for Basic Design IA. ,

Reduced program for fifteen students with two-and-a-half personnel:

1. program administrator/employer relations 59e¢;3115t

2._ learning nanager/student ccard;natcr/learnlng resource
specialist

3. receptionist/secretary on a halfstime basis'(classified)

Design IC would probably be lntegrated into ragular on-campus _
facilities. It could also conceivably be a separate facility on

campus.

Expanded program for seventy-five students with ten personnel:

B . *
1. program administratcr

2. emplayér'£e;atiéns specialist (ERS #l)/pragram assistant
3. employer relations specialist (ERS #2)
4. stuaéntgcag:éinata: . .

5. learning manager

6. assistant-learning managéé

7. laarniég resoukce specialist
8,_'1ea:ning aide (classified)

9, reéep%é?nist/typist (classified)

10. custodian/driver (classified)

. o
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Appendix F (Staffing Altcrnatives)

Facility considerations awe =substantial

Design IA.

Desicn IE

Expanded program for one hundred fifty
personnel: ——

1. Prégrém administrator

2. program aésistant

3i- employer relations specialist
4. employer reiaticns épecialist
5. emplé?ef relations specialist
6. sﬁudent coordinator

7. assistant guidance specialist

8. learning manager

ly the same as for Basic

students with sixteen

(#1)
(#2)

(#3).

9. assistant learning manager (#1)

10. assistant learning manager .(#2)

11. leamming resource specialist
12. leamning aide (classified)
13. receptionist (Elasgifiéd)
14. typist (classified)

15. driver (classified)

16. custodian (classified)

Again, facility considerations for this design are substantially

the same as for Basic Design IA.

Design II:

- This plan is meant to encompass an existing high schopl career

program. Many high schools currently offer careser Erégrams that

R4y
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involve experience on employer sites. Typically these programs
are offered by business educacion, applied arts or soccial
educatio- departments and are usually the raspans;bl*;ty of the
teachers within those departments. These §ragzams sometimes are
rather fragmented and seldom have they been organized to take full
advantage of community learning sites. Design II recommends the
use of selected aspects of the EBCE program to :QD:&lPP*E w1th L_and
enhanca tnel"lstlng career programs of a d;strlct -

Characteristics

1. Just as in the complete EBCE program, -a number of community
learning sites would be needed. There would have to be sites
for axpla:at;an and learning levels. The responsibility for
locating these sites might be assigned to the high school staff
member who is currently coordinating the distributive education,
office work experience, diversified occupations or mther
similar programs.

faculty) wagld be glven the respmns;hlllty fcr meetlng w;th
each student in the program, diagnosing his/her needs in all
of the skill areas and helglng the student select learning
sites. The learning manager would also be responsible for .
determining those student needs that should be met in the
reqular school setting and for communicating those needs to a
teacher in each subjéct area.

3. Each subject area department would be responsible for providing
"in-school laboratory settings" for the student who needs to
learn specific skills within that department. For example, if
the learning manager ascertains that the student needs more
skill in adding, Subtracﬁlng, multiplying and dividing fractions
the mathematics department would have the responsibility for
maintaining or creating a setting (learning lab) to which the
student could be assigned to leavn those particular skills.
The getting should be flexible encugh to avoid having the
student stay in the program lgnger than actually needed.

4. The employer ~ relations specialist (the person on the staff wha
is responsible for site location) would serve as a liaison
between the learning manager and the learning sites. He/she
would supervise the students while at the }carning sites and
also be responsible for reporting students’ pProgress in ’

%atta;nlng skills at the learning sites tc the students and
=learﬁlnq manager.

5. A r&cgptlanlstfﬁyplst would be neseded t@ assist the learning
manager and the employer relations specialist in keeping
records and in maintaining continual close contact between
the school and participating employers.

2

£ |! ¢ )
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6, 1In districts where community transportation is not available

or students cannot easily provide their own, provisions
should be made to transport students to the learning site-,.
While it can be argued that it is the student's own

. responsibility to get to his/her learning site, it is felt
that the program should not be denied to an interested
student because of a lack of transportation.

The adoption of this plan would require spégigiftgéining in
EBCE skills and materials for the learning manager, employer
relations specialist and the receptionist/typist. ~

~J
L]

8. Other staff members from the adopting school who are going to
be a part of EBCE should also participate in orientation
sessions that familiarize them with the program. ’

Design III:

_ihistplag usez aspects of ERCE to the degree possible but does not

interfere with or change an ongoing career program. If a district
is presently operating successful career education programs that
include training at community sites and if district personnel are .
reluctant %o make extensive changes in these career programs, the
following alternative may be attractive.

Programs such as distributive education, office work experience’
and diversified occupations could continue to operate under the

direr: .on of “their present personnel. However, a learning manager
would be employed and trained in the EBCE program. The learning
manager would be respongible for coordinating those skills the
student is learning at community sites with the skills he/she is
learning in the school setting. Each student's skiil or academic
needs would be discerned and the learhing manager would be =
resporsible for giving the student opportunities to meet those

A

neads.

Thé»édvantage of Design III is that, through the learning manager,
it allows a district to take advantage of the benefits of EBCE
and provides a "first step" toward the possible adoption of a
more complete alternative. -

.
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gn IV:

i

Des

Design IV makes use of EBCE materials and techniques but does not
add any new personnel. Selected EBCE strategies and materials
would be utilized to lmprgve and/or change existing career education
programs. If a district is satisfied with its present career
education program but would like fresh materials and new ideas for
implementing its program, this plan might be helpful.

Materials have been developed for the three ‘BBCE curriculum .
comporents-~Life Skills, Basic Skills and Career Development,

These matezlals are available to school districts.

EBCE techniques for se:ur;ng community learning sites can bé used

in any career education program. The responsibility far maintaining
close working ties betwzen the school and the employers. would be

the responsibility of the school system generally, with existing
staff unde:tak;ng some of the tasks of the employer relations
specialist, Advisory boards could be set up in each community
where a career education Eraq:am of this nature is lnstltuted.



APPENDIX G

Typical (CE), Staff Weekly Schedules

The following displays, simulat;ng typical schedules fcn: the (CE),

professional staff, are provided to illustrate the demands that
are placed on EBCE roles, ™ _ information can help planners
anticipate the number of individuals they mag need to operate .
their program ("Personnel," pages 58-60) and the staff working
hours that may be necessary ("E’érsannel " page 76).

It sheculd be noted that some majér, time-consuming activities eccur

per ‘::-ii«:allg'an& do not show up specifically on these charts.
Evening employer dev‘eflepnﬁnt sessions, for example, are scheduled
once Everg t_hree months and require four to five hours of each
staff nembe: s time (approximately three hours for planning and

two. hours in session). In addition, two specific parent reporting

times each year involve extensive parent/starff canférencég._ All
staff members spend several hours in preparation for these -
conferences and are at the learning center from 3:00~5:00 p.m.
and 7:00-9:00 p.m., four afternoons and one evening, ‘each af

these two reporting tlnps.

OO
&Iy
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FRIDAY

MONDAY TUES DAY WEDNESDAY THURSDAY

X
S
fe)

a.m.

T ladministrarive details administrative details administrative details administracive details administrats

ve details

|

|

|
wn
b1
L=
[+
5

/3tudent conferencs

a.m. — —— — - —— - e —
leentace with board confer with stafr contact with board staf

1 schoal, member(s)

members - hi
i IVWEEL L —
" lstudent/staff conference |Student/staff confersnce

hosting visitors

11:97 a.m. f=——0mor — —1 —_— . —
staff rask forcs hosting visitors | : atcendin
. details

luncheon meeting luncheon mesting-- =
-~ - |if#.3.:, Rotary) board ’

1;’@3, il =Ty meeting (includes |luncheon wee studeat meeti
iohe debriefing and (2.5.. ; ’
1:00 p.m. ZOne Progress meetings) ,Sﬁﬂ‘;;- — e —

) contact with employers, admisiztrativé detalils
board members

[

00 p.m.

student confer

confer with staff sthool district liaisen student/high school
memberis) meering conferance

taff conference

i

at/student administrative details parent conference parent conference staff task force X

conferonoe

staff conferense

— ' — 4:00 p.m,
ddministrative details 5 E

T ktafs task force

S - — _— S 5:00 p.m.

- s . s Evening

Evening — — —
group presentation,

meeking or ethesr meeting or ather
_lprogram commitment - 7 i} ] _|program commitment e _ ]

£9e

(sernpayws yyeas) 9 xrpusddy
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POz

11:00

12:00 n

LEARNING MANAGER -- A TYF’ICA!_- WEEK OF PROGRAM ACTIVITIES

TUESDAY

WEDNESDAY

THURSDAY

write projects and

host visitors

5. ~duled student
conferences to

write projects, evaluare
products, do research

prajects,

see students (per:

Journals

=

a1al,

confer with 5C/LRS

O
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p.M.

(:\‘

see students, ather

staff members

udents (persenal,
=g, journals,

staff members

58€ Students, other

With students regarding .
|oroyress negotiate projects necessary to kKeep up miscellaneous)
and discuss studen with project topics
- progress

write/svaluas

projscets and read ,

Journals
staff meeting (includes |lwmch  ~ ~ |student meeting ) luneh™ -  |write projects ang

*The

L
Gl

LM averages three 1/2-hour conferspces

a weak with 5C, students an

.
d parents concerning student accountability.

ERS/LM meeting - student andfor student/
parent conferences* . =
read and commenr | <onfor with staff studsnt oF student/
on student jourpals parent conforences®
records-- - i rocords--
N accountability, s=te, acoountability, erc
E:
- B ~ |aroup presentation, -
. mesting or other
- - - program commitment - - _ - _

3:10

11:00

12:00 1

L:00

3:0d

6:00

&. M.

Evening

AW

1)

~3
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10:00 a.

3:00 p.m.

4:00 p.

g9¢

ERIC

m./}=

TYPICAL WEEK OF PROGRAM ACTIVITIES

MONDAY

THYRS DAY

WEDNESDAY

site recruitment and/or
,sl‘; é’éﬁ: eﬁnfe:em:es

studems sire
activities)

stgé £ eu:imerem:es

sEﬂff‘ meeting
1

Eés’/LE mee 1 ng -

(available to students—-counseling, Inte

site recruitment and’or
student conferences
(planning, evaluating
student site
activities)

‘student confersnces

ERS/SC and/or
student/parent
conferences*

nferences*

“emplojer/student

emploger/student ERS/5C Eéﬂng aﬂd{a: émpl@ye}fs tudent
records regarding student/parent records regarding cords regarding
glte activities conferences* gite activities s activities

Tecords- a:@m:gbiliggg
time cards, ete.

= —-accountabil ty
time cards, etc.

group presentation .
meeting or other

Program commi E!Ent

*The ERS averages three 1/2
conecerning student accoumt

==time away frc -

Lesr oo H

xhnur zgnfefem:ea a.week H;th ;nmuaugl students, 5C and/or enpiaye: instructor and ;ﬂfents
it 33 it pertaing to students at learning sites.

NOTE: Considerabls time is spent traveling to and from learning sites.
This has been included in times "indicated above. Also most ERS time
spent on a combination of activities that are difficult to break ap
{see the combinations for luncheons, for example) . -

iz
art

10:00 a.m.

11:00 a.m.

12:00 noen

5:00 p.m.

Evening

(seTnpayss jyeis) o xrpusddy
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LEAHNI“E RESOURCE SPECIALIST -- A TYPICAL WEEK OF PROGRAM ACTWITfES s

3 : N

B . MONDAY TUESDAY
' §:00 a.m. ~

WEDNESDAY THURSDAY _ FRIDAY
competencies - ~ competencies l . 7133!%17;;1‘;55121:'&75 T ] 8:00 am.

competencies competencies

eoordination * |evordination coardination coordination ‘coordinacion

o

— 9:00 a.m.

" Irecordkeeping I\;ﬁfi&é@iﬁg . | recordkeeping Eéct;;clkéepfng . fééﬂfzi}iéépin§
kY I3

o t ' . ) s‘
help students and staff competency -7 - — —|halp students locdte — — order-materials ]
with resource needs ™~ \V|certifications resources : . , e
11:00 a.m. s —— e A e = .
n \ - vigsit community sites to |update bulletin board
- . : identify resources ’
-

10:00 a.m. f——————
iy am host.visitors

——— 12:00 noon

Tunch -~y |lunch
i .

S StatE meeting (includes |lunch student meeting
zone debriefing and )
Zone progress meetings)

1:00 p.m.

1:00 p.m.. —e e — —— — - — ——— - e S —_—
P canfer with LM and 5¢C special work with mitor students/tutors |help students and staff
students (e.qg.. .t with resource needs;
— - 77 | videotape class _ . {identify resources 2:00 p.m.
help students and staff |monitor students/tutors . | conducted by resource visit learning sites to TR R
with reseurce needs; 7/ person) identify resources
3:00 p.m. [SP0FACE Community - L . A 3:00 'p.m.
Ig5ources vigit learsning sites planning to meet 4 : :
: . to identify resources ° |needs of staff/ }
« . students
4:00 p.m. . : StUdents " — — — —
P ' ‘ public library - (equipment upkeep

_ . — : —_— — - — 6:00 p.m.

— - — — “Evening

group presentation,
- meeting or other \
lprogram commitment ' N )

5 - —_— _
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STUDENT CCORDINATOR -- A TYPICAL WEEK OF PE"FRAH ACTIVITIES - :
MONDAY HEDHESEAY THURS DAY : FRIDAY
8:00 a.m. f=—— - - a ——r e —
m planning for zonrn a z plannzng far s+ uéenE arranging parent contact, time*
debriefing and pregress ’ . eonferances . meetings
. 9:00 a.m, |REELINGS — —— —_ — — e L —
contact time* contact time* gFoup student contactk time*
conferences (4 '
10:00 a.m, — students at a time)
planning for regular
all-student meeting
11:00 a.m. ?ﬂd=3¥h‘: gtudent group : . — e T ——
activities . planning and paperwork
N ! ;
12:00 noon - _ S —e — — — e — —_— —
) nean staff meeting (includez lunch gtudent meeting liaison meeting with lunch
\|#ene debriefing and ) : high schosl staff '
1:00 p.m, 20n€ Progress ‘meetings) | B ) o o . - _
o e staff conferences* more group student staff conferences” contact time*
conferences
2:00 p.m. f——————— e —e - — ——— :
B dccountability student or student/ paren’ conferences® B oo,
' write-ups and other parent conferences*
3:00 p m. |Student recordkesping — -
o """ |staff and/or student/ staff conferences*®
parent conferences*
4:00 p.m _ —e
reﬁ@rdkééplﬂg planning and paperwork
5:00 p.m —_— — —— - - - —e — —_—
6:00 p.w — — - — — —  — —_—
L
Evening ammmm — — — - - ———
o ;
- — — :mrPfﬂg JEJEEEEEEEFE — A R ] —_ —_— —
i . - - o . o ) S o
*The student coordinater's time is difficult o sSumfarige: this parsen 59ends a major part of each day being aeccessible to
students, the (CE)y staff, parents and on oecasion staff of other agen:;es (at the high school, for example). ~ The student
coordinator is available to meet a variety of needs and provide services==for example, student assessment and-sharing test
T results with students and s‘taff, managing the Student Accountability System, meeting w1th students for beth personal and
currltulumsrela;ed reasons, conferring with par and eensulting with ataff. All of these interactions have been generalized
above as “contact time" or as a few morsz audienca- spe:iflc coniference times.

O
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B:00 a.m.

9:00 a.

=1

10:00 a.m.

11:00 a.

=]

12:00 noon

4:00 p.m.

Evening
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APPENDIX H

Inservice Training Neéds of an EBCE Staff

Early in the development of (CE)E, Nsrthmest Regional Educat;anal
Laboratory specialists in intérpersonal c@mmunlgatlsns and staff
development were consulted to project what 'EBCE professional

' staff members might need in the way of personal/social and
brogram—related development and training. The fblléw:ng list of
anticipated staff needs was drawn up by those specialists and may
assist actual program staff in 1§ent1fy;ng their own orientation
and tralnlﬂg needs, as discussed in "Persannel " pages 81-83.

;
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! Appendix H (Staff Training)
/

PERSONAL/SOCIAL DEVEI.OPMENT

EBCE professional staff members need to be flex;ble to meet the
spontaneous demands of the program. They should be able to

1.' adjust schedules according to program demands

2. seek and be responsive to team feedback on their
‘performance

3. deal effectively with several concerns at once

4. set priorities according to the immediate situation

/
Staff members need interpersonal 1nteraet1en ekllle that will

enable them to

1. be brief and concise, getting to the point when offering
comments or suggestions « b

2. be forceful and definite in expressing ideas and opinions

3. talk-in specifics, giving examples and details when /
giving feedback to others

5. let a peraen know when they don't understand the
person's eemmente

6. own and express feelinge of lIIltEthﬂ; hurt or
embarrassment

7. faellltate dlaeueelen by aumma;;zlng gelnta of agreement
and disagreement - -

8. make it possible for others to participate in discussion

9. exhibit concern for ethera"feel;nge by checking
‘perceptions rather than acting on assumed knowledge

10. be reagena;ve te ethe:e feelings of eleaeneae and

11. not ignore hurt -feelings but accept them and work toward
- mutual understandlng ' [ — ; .

{ j“"
oy
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13. be aware when own feelings of discomfort interfere with
' responsiveness to others,

/
14. deal with tensions and ¢ nfllct without becamlng
immobilized cr defens;ve

15. recognize when they neeafhélp and then seek it

16. c’gft alize on QPPGrtunltlES to learn from studénts
L ) { I

17. seek aggra;rlate ways to offer help withcut intruding

18. accept .criticism from students, employers or ;smmun;ty
members without defensiveness

f

PROGRAM-RELATED DEVELOPMENT
[

;

Staff members should be able to demonstrate various abilities
related to individualizing instruction, including

1. 'ﬂiagnasing student needs

2. assisting the student in working thraugh problem
identification and developing alternatives

3. collecting pertinent data on student perfarmance
- f ) .
4. organizing the data collected and feeding it back to
' appropriate audien:es (student, parerit, employer) in a
usable way

5. showing the student continuity and direction in the
student's learning activities

-
L

-~

N
-
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Appendix H (Staff Training)

Staff menbérs should understand group prmcess sk;lls and ut;llze
them in working situations, being able to

describe group behavior in nonevaluative terms

see when a graup is hav;ng difficulty and focus the
group's attention on tHe problem

perform leadership functions as naeded in the group:
(initiate action, summarize, clarify and so on)

Do
‘.:}-;
- :E
B
]
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APPENDIX 1

Excerpts Frnm News Release Announcing
Farmat1en of (CE),

Spring 1972 ; N 1\

(school district)
. (address)
Voo (contact person)

(date)
FOR IMMEDIATE RELEA%E

There is a new logo in town--(CE),--and it represents a

new alternative in ‘education. Community Experiences for

Career Education, (CE)E' is a nonprofit Oregon corporation

governed by réggesentaéives from business, labor, the

community, .educators and students. The proje : is one of

severnl exper;méntal programs funded by a federal grant....

~...Tigar¢ High schoalrls one of four schools in the nation to

—~
participate in the program. A

Beglnnlng in Septémbef 1972, emgloyers “in the Tigard
community will have an opportunity to becan& dlrectly

iHV§1VE§ in the education of 25 high,suhéol students. Their

involvement will vary from Prcviding actual learning'sites

for students to servlng on a board of ﬂlrectors whlch will
oversee the program aﬁd=activitiés of the E:@jéct;

‘The unigue aspect of the (CE), program is that all of

" \ )
the curriculum experiences will be tied directly to
more _ - ‘

Y
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"({date)

. the students' activities at 1earning'sités in the community....

Each student will he:learning directly from adults in

the community...who have volunteered to take part in the

Le]

program. A highly qualified program staff will be in direct
and daily contact with both students and community

e

participants to provide eentinual assistance in all aspects
of the étgdents‘ detailed learning Pr@gfamg |
Many employer settings have been contacted for
participation ‘in the Program. These include sites;as”§arieﬂ
as....
The (CE), center will be housed near King.cipy and will

serve as a base for coordination of student activities, a

A} y

storehouse for instructiénal-materialsg a communications

1

center and a géthering place for participants in the program.
(CE)2 is a test model of a new concept. ..experience-
based career education...an attempt to find new ways of

making education relevant in today's Society and practical

for today's students.

R
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Excerpts From News Release On Labor's Role .
In Program Planning - '

Aagust.1972 o ]

(school district)
) -~ (address)
(contact person)

(date)

FOR IMMEDIATE RELEASE .

LABOR- PLAYS KEY ROLE IN NEW EDUCATIONAL PRGGRAM

Labor representatives in Oregon éré playing a key role
in planngng and trying out a new edugatignai program for
~high school students.

Eallea.CQmmunity E&Péziénges for Cageer Education, or ;
- (CE) 5, the ﬁr@gram will begin on a pilot basi;awith the start -
of school in September in the Tigard area. _ ' j

Under this Efﬁgram; virtually all learning experiences
for the étudentg will-be outside the regular high school.
Students will 1éafn-traditiénai academic skills and
become aware of a wide range of career ,;gortuﬁitiés
th;cugh praetical experiEﬂces:in businggggg!_inaugtrigé; public
" and é:ivate.agenéiég,

: | ,
Union representatives __(name)  and (name) became

involved in planning the program in its early stages last

more
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2-2-2 | ' (date)
Labor Plays Key Role ' '

fall, and labor's invalvement has been continuous since that
timé, l:(ﬁamé)f has served on the initial planning group

) in organizing the program. Other menbers inglude;ii,_

"This is not a dropout or vocé%igﬁal training érogram;“

emphasizes [p:ggiamgggprggéntativéjf < "It is just as

appropriate for the college bound student as for one who is
nct;qaing to callégéi"
Some 25 students, ages 16 and 17, will enter the program

initially.... Each student will help prepare his or her own

"While they are being exposed to a variety of job

passibilitie§. students will alsd be iea:ning basiévskills in

English, mathematies and science," explains __ (program . _

administrator) . "For /example...."

"Students will not be paia,"‘éxglains ____(program

:gggggentativeg - "They will be learning and exploring a
wide range of job;passibilities in a variety of work
settings...and the people who work in these businesses and
agericies are very enthusiastic about the prospects for
helping young people leérn!.;i“

#44

A
]
|L"‘—
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APPENDIX K
Handout For Tigard Teachers' Informational Meeting
April 1972

-EXPERIENCE- BASED CAREER EDUCATIDN WHAT IS~ IT?
| A
ExperlenGEsbaseﬂ career education (EECE) is be;ng téstgﬁ as
one way to help students learn to live in a complex technical
Schét¥ It places special emphasis on the relatlanships
among learning, llv;ng and earnlng a living. .

Experience-based career education émphasizes individual

competency and flexibility by ;nvalvlng total gommunity ‘in
thé edueatlun @f h;gh schoal agé students The .

Startlng in the fall af 1972, employers in the T;gard
lirectly involved

in thé éducatlan af 16= and 17-year—cld studegnts. . - i

-

The program wiii be an option to intereste* students currently
enrolled in Tigard ngh School, but 1t';% hot intended to
replace the school. Exnerlenqe—based career education
- students completing the program will receive standard high
xschggl d;plnmas- o ‘ ‘
: , . .
F:\ dlstlngu1shlﬁg feature of EBCE is that léarn;ng in thé :
disciplines--math, English, science and so farth-sw1ll be tied
to direct experience. While conceptrating an career fields
best adagted to his or her aptitudes and aspirations, each
part;glpat*ng student will be exposed to a variety of work
experiences. These will enable the student -to understand how
various educ -“lonal experiences céptribﬁte to career success.

Learning ngpgrtunlt;es in the world of work are numerous: for
example, science understanding can be integrated with
experiences in a medical laboratory, and mathematics is an
important pazt af the expef;ences in a bank. . i

Each ;ndlv;dual will develop a personalized learnlng pragram
in conjunction with a léarnlng manager who is a certified
teacher. Learning will He organized around concepts that
the student will be able to use 1mpeélately and will
emphasize experiences necessary for aeveloping a gtudent s
interests and achieving-his or her persanal goals.
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ACCOUNTABILITY (:77-91;: 5:168-176

Accountability Write-Up C:B8-89¢;
S:118-119% -73-174

Atkendan‘-. ..« .t ) ©:159

Carer = 00+ g C:128-129, 159-161
Commun...  :=w.. rions S:168-169*
Competencie : -, 342-343 -

Consequences C:B0, 85-87*; §:172-174
Defined C:77 -
Emplnysr seminars C:461
e 5:170
levels ¢:298-299
Negotiation/conferences c:77, 79, 80,
‘ B5-87; 5:172-174
Parent iﬁ?al?em&nt C:90-91: 5:173-174
Projects (C:208-209, 25¢
Reporting C:86-89
- 8kill building, levels €:298-299
Staff d;fcussiéne §:177-181
Standards C:78%; 5:;169+
Student journals C:418-419, 433
Timg management C:88-90, 25§

sve also”Action Zoncs, Guidance

ACTION ZONES (school year)

Debriefings cC:67-68%, 5:180-18]1

Defined C:B1; §:171

Guidance framework s: 171-172

Negotiation C:82

Samples 5:213-229
ADMINISTRATION, see ﬂdm1nlsﬁrstar;

dusiness Hanaqement, Gevernance,

Pal;cymak;ﬁg

ADMINISTRATOR

Accountability ©:85; §:173-174

Beard relations M:172-173

Budget M:95, 102 5

Business management M:106-114

(CE); pusition“des.vistion M:51

Curriculum C:18

Employer/community relations M:151~-
171, 184-188 .

Guidanee (:150

Personnel management M:68, 71, 79,

81, a7

Record of Student Porformancce 5:272-
274

Schoal district relatiens M:173=174,
190-192 ¢ o

Studant recruitment §:15-1¢
Worklead M:58, 2863 -

seg2 also Persunnel
ADVISORY GROUF (pcstadeption) M:35-16
-

ASSESSMONT (learning sites), see Learning
£. U2 Anelysis Form
: E

Index

v INDEX TO EBCE HANDBUOKS

ASSESEMENT (stu wdents)  C:54=65

ﬂldqﬁéhtLE te;tlng
hvaluatlng pProgress
Life Skills ¢C:21, &0

Learning plan cycle . C:44-45
Staff roles C:62-65

Stud 'nt Behavior Record 3§
Stud- .t Profile C:55%-56;
Student self-analysis C:56-

See also Evaluation

BASIC SKILLS (:24-10

Rdvanéed/:emédgal work C:29, 251-252

Assessment/svaluation C:27-10

Basic Skills Prescription Pad C:635%

Career explorations C:l14 '

Dafined ¢

Delivery C:26*-3i0

EBCE approach (:24-25 ‘

Genéral program work C:329

Individualized Learning for Adults

+ (programmed materials) C:30, 253

Integration ~:30 -

Prescription C:2:8-29

Brofiles (assessment) C:27-28

Projects C:246, 251-255 .

Self-assegsment axercises (onsite)
C:255, B29*=615

Student journals C:416

P

see also Classes, Tutors
BOARD OF DIREﬁTQRS, ;§é Govaernance
BOARD OF EDUCATION, see School Board

BUDGET M:95-102

Approval M:31, 102
EBCE dosts M:96-99
Format M:100-101+ =
FTshning M:29-130, 95
EUSINESS FORMS ’ f
Budget format M:101+*
Honthly Financial Statement M:105+
Student Transportatiop: Agreement
M:131%; 5:78=79%
Student Transportation Option:
M:132+%; §:80-81%
Student Transportatilon Route M:134%;
B:E4-g5%* .
Trah:paftat;an Reimbursemant Raquest \\
M:135%; g5:86-87% E
ransportation Request M:133#*; A
§:82-83%
Tutor Service Agreement M:78+

the Fsllnwung cade : N

= Curriculum & Instruction
s Fmalagé:[tsmmuﬁlﬁy RESEUIEES

W‘H

ndex ;neluies refefencas ta all fau: EBCE handbooksz; page .aumbe.= are precnded by

M Managemant & Q:gan;zat;aﬁ
5 = Studént SE:VLEES

*(lollowing a number) indicates sample form, illustration, display or Flow chart

i .
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K : -

BUSINESS MANACEMENT M:91-135

AdTi;Lgtra;Qr responsibilities  M:106- CLUSTERS (jobs E:22, 171

hudit M:98 COLLEGE ENTRANCE (st

pudget  M:95-107 , M:146; $:65, 292-293%, 304
‘inancial reports M:103-106 EREe =Ry =T

Fiscal agent HM:107 soe also Credential, Graduation
Fiscal procedures M:107-=109 Roquirements

Farms summary M:114%

Health/safety requirements M:120 COMMUNICATIONS (program)

Indemnity Covenant M:115-116, 119*
ieccer of Intent M:115-116, 118+
Recordkeeping M:111-112 -
Tax-exempt status M:104=1G5

Board of directors M:172-173
Community groups M:165, 186, 189
“District teachers M:176=177, 279
Employers M:144-145, 184-186; S$:134

see alse Dusiness Forms, Facility, : Other education programs M:146, 190~
=ffisurdnce, Reimbursements, - 192 .
Transportation Parents M:146-147, 180-183; 5:133-114
’ 5chool district M:173~174; S:134
CIS, see Career Information System Staff M:175; 5:132

Statg’ department of édU§aciQn/ M:27,

191

2 regulatory boards M:186, 192
M:169, 179=180, 183; 5:132-13

M:144-145, 186-188

CTBS, see Comprohensive Test of Basic
Skills

CRAEER DEVELOFMENT C:31-36

Assessment/evaluation C:30, 34 M:166

Carecer counseling C:14RA-150, 166-168, Information (student),
421-422 . Orientation (staff), Orientation

Career Information System C:116, 145, fstu dent), Parent Reporting,
637-619* ) Recruitment (site), Recrultment

pefined C:31 ) , - ’ (student)

Delivery €:32%=35

EBCE approach C: 3l ’ COMMUNITY RELATIONS H:139-193

Integration €:35 : Community input M:168-171

LE;:g;§§5§§]ectlvesfdellvery tethﬁlques Desﬁfibingigragram VH:lﬂ3é1§7, 176
/ : 177: E:198=200, 224-226 :

Prescription (C:33-34

Self-Directed Search C:116, 145, 640- Evaluation of M:170-171, 193

Generafing support M:21-23, 151-152,

641 275-278 , -
see also Carcer fxplorations, Employer Parent Night M:181
Seminars, Learning Levels, Site Presentations M:164, 165-166
Ueilization, Skill Building Levels Press relations M:155-156
: Program name M:149
CAREER EXPLORATIONS C:105-186 : Program representatives M:148
Career counseling C:148-15G, 166-168 - Eizéiziéégﬁig”'Hslsiﬁé
Defined C:105, 111-115. : ) :
Employer instructor checklist C:139
Exploration Package (sample) C:169-186 . -
Learning objectives C:143 sce glso Advisory Group, Communjcations
Project activities C:155 {program), Group, Activities,
Site selection C:145, 148 Information (student), Planning
Staff roles (:108+*,-126-127; E:142-143 (program)
= Student steps to follew C:141-142, 144* ’
Time requirements (C:129 , COMMUNITY SUPVEY (preadoption survey of

3 5 . . interest) M:21-23
see also Employer [nstructor, Site
Ueilization - COMPETENCIES (Life .;klll.s area) - C:331-408

R zur RMATION SYSTEM .C:116, 145, . . Certifi.rs C:345-=347*%, 511-512

-

e 537-439 . Community participatien €:332,%-339,
: ) 357-358; M:169*
CERTIFICATION {staff) M:61 fg {econtinued)
The index includes references to all four EBCE handbooks; page numbers are preceded By
the F@llawlng code : e
.
C = Eut;;ﬁulum Egip§ﬁ:uetlcﬂ ‘ M = anagement & organizatial
E = ggplaggr{;gggu3£7gﬁﬁgsaq;;es 5 = Student Services
~ M(follewing a aumber) indicates samplé\farmg illﬂstrétiﬁh; digplay or flav chart
\‘1 . . N - ) . i}!-‘fm ‘ ]

ERIC 284 - , AT

Aruitoxt provided by Eic:

\m‘



O

ERIC

Aruitoxt provided by Eic:

. ” Index

COMPETENCIES {cuntinued) DIPLOMA 5:37-3a

Defined Cz}jl. 335,337
Dﬁveleping £
Listed
Resauzges C-347, 401-403, 512-511
Staff roles (C€:314%, 138
Student steps to follow C: : 35
Student Workbook C:159-407

DISCIPLINE, zee Acc vufitab i 11ty

bl
ot
i
']
]
(]
L

54 ) Career exploration ¢€:139, 152-154;
: E:l60%
'CORPORATION, sce Governance Defined E:12, 31-32, 315, 42-44
. E Learning and 5k;11 building levels
CO5TS, ses Buydjet- ; . C:308, 312, 31&- -319, 322-326; E:162*
Froject evaluation C:266
NG, sew Career Dovelrpment, Qualifications E:43-44

‘uidance, Neyotiation Responsibilities E:159-162, 5:62

CREATLVE DEVELOPMENT (Life Skills area) 59&,?15§ Employer Irstructor
Development, Recruitment (site),
EBCE approach (C:521-522 Site Utilization

Learning objectives
Project (sample) ¢:

EMFLOYER INSTRUCTOR DEVELOPMENT E:63-102
Audience E;78-79
Conducting sessions E:66%, 99+
Defined E:63-86
Evaluation E:33-44

Feedback from employers \2*-84, 100-

ix -redi §:63-64, 292-293+ 101, 215-221
Program c@mpletlan §:17, 26v Feedback session C:Y6-,. , 92, 215-242
furposes 5:63, 134-115 Invitations E:95-96% .

) Review 5:85, 303-307 Materials E:98, 205-213

™ Etaff roles S:36-18, 169-271 Orientation session Bf75, 91, 195-200
Student instructions §:133, 298-30) Duost answers. Ek75-76, 91-92,
see also Graduation, Transfor Réiijﬂiisplﬂq Ei80- Ei.

ﬁagRELmburgement

Sample agendas
Career exploration process C:111* Scheduling E 24
EBCE approach . D:531-532 Staff rcles E:64, 69-70, B5-86

CRITICAL THINKING (Life Skills area)

1]

4

Learning objectives ©:5731* Training needs €£:71-73%, 87-89, 20i-
Project {sample) C:535-541 203 ;
Project writing ¢:.29 Training Session E:76, 92, 229-234

Wrap-up activities C:271-272#
. EMPIOYER RELATIONS SPECIALIST
CURRICULUM C:3-16 \ -
Assessment role ©:33, 5 :
ns C:7=13 (CE)3 position description M:

1 ‘m
~
i
Tt
[
[

W

o

Basic definitio

EBCE Learnlng Path c: 6%; E:0¢% Career explorations C:126

Qutcome goals C:14-18 Employer instructor development E:69
Purpoges (:3=4 Guidance §:150

Learning and skill building levels

seg also Basic Skills, carecer .29 . |
Dévelﬁpment, Carosr E;plﬂraf;@n . fuaiifi itions M:6l
Compocenclos, tuplogsy.sominars, | Qalitivitions wel-s
Learning ZEEEJE; Life Skills, B na oo eeplng ..
Proieet 11 7 . i Site recruitment E:13-15
toont ona e idin Levels ; Site utilization E:110-111, 14i-149
vhent Jesrnals Workload M:59-60, 265

g2o0 alao .sonnel

DIACNOSTIC 1ESTING

The index includes rofsrences te all four EBCE handbooks; page numbers are preceded by
the Es;law;ng ‘code : :

c

E
(fallaw;ng a: nmnbér)\;ndieates Samplé form, 111ust:atlan, display or flew chart

"’ ;3 = o . - - .
< ;?E3 285
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EMFLOYER SEMINARS  C©:455-474 FOHME {eontinausd)
Agendas  C:466-470 Swe also Husiness Forms, Instructional
Community involvement C:461, 166& Materials, Site Forms, Student Forms

Daefined (:455, 459
Projects C:d7

S5taff roles
Tapics C:467-465

FUNCTIONAL CITIZENSHIP (Life Skills area)

EBCE approach C(:544-545

Learning objectives ©:543
~.547=-

EMPLOYER SITE ‘Eéf;ngd) £:19 Project (sample) C:547-553

FUNDING M:29-30

EMFLOYER TRAININ see Employer Instructor
Development . .
=velopmen ; GOALS (Pfﬂgrém outcomes) C:14-16
ENTRY/EXIT, sve Program Entry/Exit see also Learfing Objectives, Learning

. Flan Negotiation
EvALEATIGN (program)
GOVERNANCE M:25-40

'*"3 Advisory group M:15
Employer feecback E:82+%*-84, 100-101, Bylaws M:223-213

138-139, 215 1 Consortium M:36
Employer instructor effectiveness Corporation M;:316-37

E:43-44 N . . Relationship to distriet M:39-139,
Questionnaires for participant 235-242

feedbhack M:170-171 Schoui board H:35 -
Staff effectiveness M:B7-88 o Separate board of directors M:36 -

. m e .\ s50e 4l: Flanning, Policymaking
EVALUATION (student) ece dlse Flanning, Policymaking

xpl ratlan Packaq@ C:165%
Learning/skill bulxi;ng levels (:292-
293, 325-326

Life Skills/projects €:22, 266-270 . te 'p'
student Perf nece Revie :292-29: - "
Student ,Effafménéé Review (C:24: 3 Record of Studunt Eeff@rmancg s:17-18
see also Assessment, Learning Plan /
cidle GRADUATION REQUIPEMENTS C:52-53; $:272-
‘ 273% .
EXPLORATION PACKAGE (sample) C:149-18f :\
o ae . GROUF ACTIVITIES
Cxplainad €:119-121 - -TLV g
Sample C:169-186 Employer seminars C:45%-474
. e : Meetings, student/staff/ M:180; 5:166-
see also Carecer Explorations . 167 !
I cn . e ian Retrzat, student/staff M:180; 5:147-
EXTRACURRICULAR ACTIVITIES M:192; 5:190 L jpey Studen /sta ; '
=
.. Sogial grt1VL§ ies M:180-181
FACILIT. _ . YA
(CE) > floorplan ©C:487%; M:12Z6-128% GUIDANCE 5:139-194
Choosi location M:124-125, 150. 20 ) . ]
% gzaié;?q ;Qi?t;s?l;g 124-125, 1 : t Action zones 5:171-172
Tneuronee mivr Adult roles S:146-152, 15a#
nedrance M (CE)y examples S:14B-149, 157, 175-

19¢-194

176,
Community ¢xpectations S:143-144+%,

168 )
Confercneas 5:172-174, 1B3-184
Defined 5:139-140, 143

Planning M:97, 121-128
=122

Purposes C:47&8; H:121

C:493, 503-574

Learning plan cyels §:153-155

! Negotiation 5:154, 157
. Parent role 5:174, 183-188
FuiME (summary of (CE)y) A:1l4 Recordkeeping S:177-1R2*
(fﬂntiﬁugd} ) {centinued)
The index Lnwludes fvfbfrnsws tu all Four KERCE hgndbﬂakg; page numbors ars Qréeeded bg
' the féllowing code: . ;
€ = Curriculum & Instruction
E = Emplgg&r/gggmgﬁiﬁg Resources
*(rollowing'a number) indicates zample form,

/
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GUIDANCE (continued)

Ref=rrals 5:187

Ratreat, student/staff 5:162-165%

Small group meetings 5:166=167%

Staff discuasioens 5:177-181

Zone debriefing 5:180-181

s@e also Accountability, Career
Development, Negotlatian, Orientation
(student), Recrultment (student),
Student Journals

1LA, see Individualized Learning for
Adults

zugsmxﬁ\cﬁvgnm E:45, 47; M:115-116
Samples “E:181; M:119

IHDI?IEJRLIQD LEARNING FOR ADULTS (Basic
Skills materialsz) (C:30, 253

INFORMATION (student) .

Audience needs 5:47-49 ~
Prograr needs 5:45-46
ngmrting procedures 5:132-135

see also Parent Reporting, Student
Forms, Student Records

INSTRUCTICN (content Areas), see
t:u:r;::ulum ¥
INSTRUCTINAL MATERIALS
Basic Skills Eelf—ass' 35me ni; éxercises
C:629-6135 e

Cxploration Package C:169-1886

Individualized Learning for Adults
(Basic Skills) cC:30, 253

Predesigned project samples (:525-530,
535-541, 547-553, 559-572, 577=5Hs

Project Writing Guide €:229-232

Student Handbook §:197-241

Student Jourmal Guide C:435-452

Zee also Learning Resources

Emplager Relatians Spec::lal;s t.-
Learnipg Manager, Learning Resource
Spacialisr. Student Coordinator

see alyo Personriel

INSTRLH':I‘IEIAL STRATTGIE.E- SEE EEI‘EE;

%nﬁna £S5, Laam.mg Lgml.” Pr@jﬂ;—tsg
Skill Buildinw Levelz, Special
Flacements, St«dent Journals

INSTRUCTORS, see Competency Certifier,
£mpleyer Instructor, Employer Relations
feontin Lr;t:?)

INSTRUCTORS (continued)

Specialist, Learning Hanager,
Leamming Resource Specialist,
Student Coordinater, Tutors

INSURANCE M:115-119

Arsic requirements M:115

{CE)2 coverage M:116-117

Employar protection M:115-116

Indemnity Co-enant E:45, 47, 181%;
M:115-=116, 119%

State Accident Insurance Fund M:115-
116

JOB ENTRY SKILLS (acquisition of), see
5kill Building Levels

JOURNAL, see Student Journals
LM, see Learning Manager
LR5, see Learning Resource Specialist

LSAF. see Learning Site Analysis Form

LABOR, see Uniofis.
LEARNING CENTER, see Facility

LEARNING LEVELS C(C:277-327

Dufined 2:277-278, 283-285
Employer instructor checklist C:3ix
Projecta—Cr291-292- . 5 O~

Site selection C:313-314

skill development €:290

Staff roles :280, 296-297

Student Evaluation of Learning Sita-
€:294 ,

Student Performance Review (:292-293

Student steps to Egllﬁw C:310-311,
316=317*

seelalso Employer Instructor, Site
Vtilization /

LEABMING MANAGER :

Assessnent role C+56=57763-64 /!

(CEY, positicn deseription M:52

Career explorations (C:127

Employer seminars C:460

Guidanece S5:150

Learning: levels C:297

Projects (€:205-206

Qualifications M:61-63

Recordkeeping §:%9, 270

£kill building levels C:297

Student journals (C:420-424

Workload M:59, 264 .

see also Personnel

The im:ie: includas reférerfass to all f::u: EBCE handbooks: page numbers ars grﬁceded l::g

the following codé:

culum § ‘nstruction
= Employer/Community Regourcas

C:
E

S
u l\l‘

* Management & afgan;;atiar
= Student Servi

‘l“r"il::wing a numbar) ,mdlfgﬁes sample form, illustration, disp;ag or flow r:hart '

Index



MANAGEMENT & ORGANIZATION

LEARNIRG OBJECTIVES ’ LEARNING S5I7. (defined) E.19
Career Developmant (:587-594 o re e e et e
. . H . N N i Y
Creative development C:5 LEARNING SITE ANALYSIS FORM

Critiecl thihking C:53

Employer instructor roie E:112-115
ral

Defined C:9 Employer relations specialist e
Functional citizenship C:543 E:112-7}15
Leayrning Site Analy5;s Form (:236-241, Learning levels C:300-301, 3:0-321
655-660 Learning cbjectives .236-241, 655-
Personal/sczial development C:555 660
Projects (C:236-241 - Procedures C:72=75%, 213-214; E:33=34»,
Science C:573 112-118, 154=155
. Sample form/learning cbjectives/
. LEARNING PATH, EBCE C:6%; E:9% projects (:595-627; E:281-305

Sample interview E:243=271
LEARNING PLAN CYCLE C(:44=48, 284; 5:1513-=

156 LEARNING STRATEGIES, see Career
: Explorations, Competencies,. Employer
LEARNING PLAN NEGOTIATIGI C:39-102 ‘Seminars, Learning Levels, Projects,
Skill Building Lev‘els, Student

Accountability C:77-91
Action zones C:81-84
Assegssment/evaluation (C:45-46
Conferences C:56-59, 233-214

Journals

LEGAL ISSUES M:27-28, 203-2I1

B befined C€:39-40, 93 see also Insyrance, Transportation
Graduation requirements C€:52-53 . .
Information sharing C:66-71 ‘ LETTER OF INTENT E:35-356, 45, 47; M:11.-
Integration ©:47 : 116

Key steps . C:95-100

‘Learning plan cycle C:44

Learning Site Analysis Form C€:72=75
Prescription C:46

Samples E:1797 M:118

LIABILITY, see Insurance, Legal Issues,
Transportation

s%ee also Career Explorations,
Competencies, Empleoysr Seminars, LIFE SKILLS (C:19-23
Learning Levels, Nagotiation, Projects,
Skill Bullding Levels, Special
Placements, Studest Journals

Assessment/evalustian  C:20-02, 26E-770
Dafined C:7-8

Delivery C:20-%
EBCE approach
Integration O:
nt role C:63-64 N Prescriptien

LEAF; ING RESOURCE SPFECIALIST

AzgegiEl

(CE) 7 position description M:54, Projaet focus C:247
Competencies C:338
Guiémce, £:150

) our

see also Competencies,.Creative
bevelorment, Critical Thinking,
Funetional Citizonskip, Personal/
Social Developmenl, Projects,

Science
Eecarakeep: ng 5:60 ~1ence ,
Workload M:60, 266 - LIFE SKILLS OBJECTIVES, see Competencies,
gee also Personnel Creative Dep‘elapmeﬁt,, Critical
) Thinking, Fupctional Ci tizenship,
LEARNING RES0OURCES (C:477-515 Personal/Social Developrent®; *. ance
Basic materisls =:491-493 HAHI\ T. see Aé-ﬁm;strgftﬁr; Buginess

Bibliograray C;Eé}ﬁ_

Comenunity (:49%-502

Defined (C:477. 481-442 —
Employsr sites (C:494-498
Equipment C:505-507
Facility requirements
Student ragsource Uses E,;E; éﬂa‘

MATEPIALS ; see Business Forms, Community
Relations, Instructional Material=z,
Learning Resources, Site Fa:n:ﬁs,
Etudent Forms

see also Classes, Emnployer Instructor, NESOTIATION (students) C:43; S5:254
Special Placements, Tutors (continued)

the f@llt:&r,; ng ::\:vde

C = Curriculum & Iﬁs&fu¢§igj3 M = Management & O Qfganlzatlr:m
E = Ei plage“fCﬁmm‘Li ty Resources g = Student Sgnu::e ’

'fkt:;l;i:ying a numbar) indicates sample form, lllustratiam disglag or flow .:ha.rt
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Index

HEGLTIATION (students) PERSUNNEL. (continued)
{eontinued; Cost cunsiders
Proieers cC:208, 234, 270 Criteria for selection M:61-64
SiLte choices (:l48-150, l66=167 Number naeded M:58=60
Staff guidelines ¢€:101-102 Performance review
‘. o Planaing M:47-49, 253-240
Fexga A £y, iy Plan: L -
é; qéifatgsﬂuncabzlz Y, leearaing I'lan Recruitment M:65-69
Yegotiation Salaries M:72-73 .
AETEC-T e B e . - cafF de M:81-= 368-277
OBJECTIVES, PROGRAM (program outcome Staff development M:81-86, 269-273
goals) €:14-16 : Staff roles M:48-57
goalsh  €:la-16 Staffing patterns M:47-49, 253-260
3 ; Teamwork M:79=81

-

JFFICE PROCEDURES M:107-11 . . -
f IRES - Tuter Service Agreement M:78%

N R _ . rking oo itio = :75=7
UHIENTATION (staff) M:B1-86, 269-273 .warklng condition M:75=-76
'see 4also Administrator, Empleoyer

ORIENTATION (student) (C:92; 5:27-135, Relations Specialist, Learning
160-151 Manager, Learning Resource
Career explerations E;1;7§138 gﬁgg;iil;;af§EU§Eﬂt Coordinater,
Competencies C:350=351 | CEE
Content = 28-3 . N A o s
tmployer aeminars €:470 FLANNIQG (program)  M: 1-40 ;
General program introduction 5:27-33 Auproval M:33=14
Learning ievels C:307-311 Budget M:29, 31, 95=102
Learning resources C:489-490 Chronology M:10-11¥%, 15-16
Mid-year ori 5:34 Community support M:15-23
Projects C: 32ﬁ 232* Coordinator M:13-14
Recirientation worbshops 5:i4 Funding M:29-30
Sampic agendas 5:31-32, 243-261 Governance M:25-26, 135-139, 197-201
5kill building levels C:307-311 lanning group M:15, 17-20
Staff roles 5:27, 160-161 Policymaking M:40, 243-231
Student Handbook S$:28, 197-241, 246 Scho2l district cooperati o M:" .
Student journals C:426-428 . State requirements 728, 20 .-

Zuitability to district M:7-8

PARENT INVOLVE.ENT see 4lso Community Relations, Fa. - i,

Advisory group M:35, 168 PEESSHHEIprTféﬂSprEétiﬁﬁ

Guidance 5:174, 183-186
Parent Night M:181 ’ PLANNING AMO MONITORING (Etuﬂeht learning) .,

Frogram planning M:17-20, 27, <125 Zee Learring Plan Negetiation

Social activities M:180-182

Student accountabiliey C€:385, 86, 99-91; PLANNING GROUP (preadoption)
(- - L
2:171-174 ing ul Fgﬂc;i@ s M:15, 17, 19

n
- . leml 17=
; §:20-22 Membership M: 19

_ POLICYMAKING
Seg also Parent Reporting Advisory group M:35-36
[ PARENT REPORTING C:65-70; M:181-182; (CF7 board of directors M:36
' $:133-134 ' o ) (CE)3 bylaws M:223-233
R ’ "EY s policies swmmary M:2:3-251
_— . Legal issues 'M:27-28, 203=221
P ze : IEemenis - : Eni =45 =
Y. see Reimbursemen Operating procedures M:135-49, z35-242
e . . L ganizationa ternrtives M:24-236
PERSONAL/SOCIAL DEVELOFMENT (Life Skills Df?g;j;gflﬁnal alternstives M:25-26,

Areal

see also fiovernance, Planning

PHESCRIP?INY, sae Learnlﬁg Flan ﬁyrlé,

:720-205, 553-572
07295, 553-3 Learning Elan.legotiaticn

PERS{NNEL M:43-8 : . S - . -
RRSANEL  M:43-83 : FRONATIVITY (students onsite) E:163,
Zontracts M:75-77 275=276"
(s)nrrnuﬂa) (canf;n:rd) =
The xndéIJ;ngludga fufb;n1ae? to &1l Four EOBCH handbgakg. page nurbers are ;rgg?dgn by
the following code:
¢ = Curriculum & Instruciion L M=
E = Emplagurfﬁa munity Resources § = gfudeﬁt Sprvx 05
- *(inllowing a4 number} indica.es sample Form, illus+ration, displiy or Flew ﬁhaff\
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: MANAGEMENT & ORGANIZATION

6

DUCTIVITY (student ensite) (continued)

see also Reimbursements

PROGRAM DAY, su.e Schedules

PROGRAM ENTRY/EXIT 5:3-18

Rerord of Student PerFformance 5:63-66,

irudn. Application §:70-%%
s0 Graduation, Orientation
'*_udent), Recrultment (student; ,
~tudent Selection, Transfer

PROJECTS C:l87-274

Annotated form C:227-228

Basic Skills . C:246, 251-253%
Defined C:189, 195~]198
Employer/commurni i ke
Evaluation ¢: 2%8 ESD
Individually negotiated prﬁjs\é
Learning manager EEIE
’LEE Skills C Eﬂ?

Stud nt sﬁgps to fallaﬂ Gi2§§*-225

see also Creative Development, Critiecal
Thinking, Funetisnal i tizenship,
Learning Site Analysis Form, Life
Skills, Perscnal/Social beveloprent,
Science

EECORD OF STUDENT PERFORMANCE, se=
Craedential

RECORDKEEFING

Career explorations £:131-132
Community contacks M:153
Cam;etgn“les -0: 34y
Employer instructor develapmﬂnt E.B0-

8:177=1381

“tes (1:302-304; E:47-%0,
125-133, 141-{42, 164

Projescts (C:21F%

Stuydent journals ©:432%

see also Susiness Forms, Files, Sies
Forms, Student Forms, Student
Recurds )

E?UITHEHT (site}] E:3-60

gddlng d.tel to network !1:6%, 54=80
! {CE)3 vite list E:i81-190
. : (conti..ued)

ERULTHENT (site) (continued)

Concerns/questions E:39=40
Dvfined  E:3-6
Distance/time restrictions .
Erployer Information Packet
Identifying sites E:52,57
Incencives -

23-25, 173-174
Indemnity Covenant E:45, 47, 18]+
Initial contact E:26-29

Interv - £:20-38, 58 .
Letter ' intent E:35-36, 45, 47, 179*
Materials .E:37, 45-46, 175-179
Recordkeeping E:A7-50

Sample rgcfu:t;ng letter- E:2g%

RECRUITMENT (staff) M:65-69

asget audie;
/Timatables

see alsn Student Selection

RETMBURSEMENTS

‘Board stipend M:99

Business exrerses M:109-110

Emplover inustr-ctor development E:23-
25, BO; M:99 .

Mileage, studsnts M:134-135

Staff galrries M:72=71

Student learner vs. earnzr E:1f3, 255-
276 .

Tutors M:77

REPORTS

Financial M:103, 106 -
Parent C:6%-70; M:181-182; 5:131-134

4ee also Information (studeri;
RETREAT, STUDENT/STAFF 5:162-165

5C, see Student wwordirator

SDS, see Sel!-iu;roesed Search

ZCHEDILES )

Yaily program hours. M:76
Proyram year M:75-76 -
Staff (sample weeks) M:261=267
Year-round school M:75

the Fallgwlnq cody :

e o= Curriculum & Instruction
E Emplgggrffﬂmmun1ﬁy Regources -

]

5 reforcnces te all four B

4 hénﬁbuﬁks; pafge nunbers are preceded by

_‘;'geﬁent £ ngaﬂlsa tion
5 = Student Jervices

‘(:DllaW;nq a ngmber} indicatas samplé form, illustration, display or flew chart
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SCHOOL ACTIVITIES ASS0CIATION M:192 SITE UTILIZATION E:105-167

e:fined C:105-108%
ERS Eﬁroﬁclggy E: 74@ 149

Information needs M:103, 172-173

Initial conta~t M:9 ]

Program approval M:11-14 . Evaluation "E:138-119

Forms E:126-131

Information sharing £:117, 122-123,
134-136, 167

Learping preductivity E:140, l63-164,

See also Covernance

SCHOOL DISTRICT COOPERATION

G aduation 5:1317-38 273-275
Program adoption M:7-9 Learning Site Analysis Ferm E:112- 118,
E rogram operation M:38-39, 171-174, 154-155, 243-271*, 2081-296
215-242 Materials E:137
Studenc recruitment 5:15-15 Pathway to Empleyer Site Learning
Student transfer 16 E:206-207* 7

kecordkeeping E:125-131, 141-149, 164
Staff rolez F:110-111
Student placement E:150-153, 156=158
Sludent progress E:164
\ EBCE approach (:573-575 Support to employer instructors E:119-
Learning objectives &:5 124, 165-156
Project (samples) cC:5

See also School Hoard

SUIENCE (Life Skills avea)

see also Career Explorations, Employer
SELF-DIRECTED SEARCH C:116, 145, 640-641 {?S%:uéﬁér Tearning Levels, Learning
R Slte Analy. : Form, Site Forms, Site

Placement Procedures, Skill El,uldmg

SITE FORMS :
Levels, Special Placements
Card file E:47-48%
Certificate of participation M:185 SKILL BUILDING LEVELS €:277-278, 285

Cumulative folders E:47-48
Employer Card E:50%, 126+%
Emglayer Information Packet E:175-1a1+ sez also Fmployer Instructor, Site
Employer Insfrictor Report (post card) kil ization

E:129%; 5:94+ ) :

5taff roles C:i80

Employer relations specialisc notebook PECIAL PLACEMENTS c: 211, 260
E:49, 125-776, 130-131

Indemnity Cov. yant E:d5, 47, ial*; STAFF ROLES, zee Admin fdistrator, Epployer
M:115-116, :19* =— Relations specialist, Lea arning

Learning Site Analysis Form <C€:595-616%; Minager, Learning Resource
E:249-269%, 25°'-396% Specialist, “:udent Cpordipator

Lzation S5:106-107% ) _

Leari-ing Site Uts _ e . N .

Letier gi Intent E:35-36, 45, 47, 1™, See alsc Pe. ionnel, Support Staff
M:115-116, 1l3* : -

Maintenance Visir Resord E:127+; STATE DEPARTMENT PF EDUCATL.™
5:130-131% . Apg;awal"nzjg

Studert and Employer Instructor ) nlormation needs M:.91; 3:48

" Contrict E:l28-129%; 5:93-93« Requirements M:27-28

Student Evaluati - of Learning &
S5:110-111% 7 : STUMENT ACCOUNTABILITY LYSTEM, see

Acvountability

Student

LU T CDCRDINIXTCF

Asressment role £:54, 52-64
(Ce)z po: ition descripticn M:S5

. -1E Guidance J3:157- 151, 173-172
L.Lég 143 ' Qualificatiors M:61-63
Learning/skill building levels C:1302, Recordkeeping $§:00, 270
313-315; E:l44-148 ’ §Luﬂéﬁt §:27
Spacial ’placemerts <:I11. 260; B:l48- tudent fEﬂfUlﬁmEFE/u?IEgElE“ 5:1i1,

149 ' N i, 22
Tganhfef/qrzﬁuatiau 5:35%-35
feeatingad)

s2e alss Site Utilization

The index Includes rﬂféfenﬂes ta all Fuur EBCE hgndbgaksg page numbers are pre:eded by
Ehv fnllewing sﬂdb,. }
C = Curriculum § Instruction M o= Hanagémgnt & Organization

é = ggp;a;erfcbmmuﬂityiResaqugs | § = Student Services

*({following a- number) indicates gample form| i!lustration. disolay er Flow chast
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MANAGEMENT & ORGANIZATION

STUDEN" COORDINATOR (continued! STUDENT RECORDS S5:41-115

Wurkload M:80, 267 ({E)y system :153= EB E; =66
. ' Eaﬁfidéﬁtiallty 5:67
Forms descriptions 5:69- 131

¢ TUDENT DISCIPLINE, se Information needs
Infermation sources

IR AR W ¥

STUDENT FO E
) ) ] S 118 Staff rhles 5:59-62
Accountability Write-Up :118-119* St'ragé §:55-58
Basic Skills Ereserlpixmn Pad C:535*

rd :100-101+ s8¢ also Credential, Student Forms

Campetenciss Re
Employer Instrustor HEpgfﬁ E:94%

Individual Student Books &:105-106 STUDENT SELECTION §:23-J6

L= «rning Site Utilization 5:106-107% 7

Learning Style Self-Assessment S:121- Eligibility criteria $:7-1G, 23-24
123+ . Mid-yrar additions 5:26

Life 5kills Project Record 5:96-97+ Notification $:25-26

Mdster Recura Book §5:95 staff ;Qléf 5:11

Projest Evaluation 5:124-126+ Timetable S5:14

Fecord of Student Performance 5:63-66,

265-301+ SUrPORT 5% 4%F
S5ign In/Out Sheet 5:A8-89* {CE); gosition deseriptions M:56-57
fkill Development Record 5:108-109+ i on to program . M:§2-83
Student and Employer Instructor ! Qualifications M:64

Contract $:92-93* o Responsibilities M:133; s:61-632,
Student Application § 5:69=75* ) 269-270
Student: Evaliation Gf Learniﬁg Site

$:110=-115% .. Sve also Personnel
Student Experience Record 5:102-104+% , . -
Student Information Card S:127-129+ TASK FORCES M:168-169+
Student Performance Rev.ew S:112=113+

TRANSCRIPTS, see Credential

Student Frofile S5:98
Student Status Board 5:114-115+*

Student Transportation Agreement 5:78- TﬁaﬂsFER {of students) 5:35-34

79%
Student Transportation Options §:go-gls  TRANSPORTATTON M-129-135
Student Transportation Houte 5:84-85% ° Insurance M:115-
Transportation Reimbursement Request Learning purposes

5:86-87+* FParent approval M:1:.
Transportation Request S:B2-g§3+ FPlanning E:16=17; M:97, 129-1
Weekly Time Bepor: §:%0-91% . Sample forms M:131-135; S:78-u;

Zone Debriefing §:11. 17+ Student options M:132-135
Van driver M:57, 133-134

<

see also Instructional Materials
also Reimbursements

o]
(]
i

STUDENT GOVERIMENT M:169, 179
TUTORS C:258, 508-510
STUDENT HANDBOOK 5:28, *9. 197-241

STUDENT  [DENTIFICATION U.ACARD o:135

STUCENT JOURNALS ©:41}1-452 R . N
%:39; M:144-145, 1se-1an

. Prs e Skills C:41€ ) Prod-etivity (EBCE polisy) E:10, 163,
Y Defined C:411, 415-417 274276
Respondiing to journals ©:420-424, 430 Recruiting E:191-194
Fole summary C:414 ’
Student Journal Guide” €:4.5-452 ZOME DEBRIEFINGS C:67-68%; §:177, 180-181
STUDENT MEETINGS ZONS PROGRESY MEETINGS (:06; S:177-170¢

Emaleysr zemin
Monthly sctaff

Zone Progoess Pianning Sueet 5:178%
small group s 166-167 ZONES (scheol year), se. Action zones

The_.index ineludes :Fféfénﬂfs to all four EBCE handbooks; ~age numbers are preceded by
the following code:

€ = Curriculum & Instruction M= Gement & Organization
E = EmElageréfsmmqnitg Resau;ses 5 = t Services :
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